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Introduction

Introduction

The FirstClasse Intranet Server (FCIS) is an easy-to-use,
advanced communications and information system. With FCIS,
you can:

» send and receive electronic mail (e-mail)

« transfer text and graphics files so that other users can access
them

» browse and send messages to online forums
 organize items for easy access

 publish information on the World Wide Web (web). 1

This book describes all the things that can be done with FCIS.
Depending on your FCIS license and the way your administrator
has set up your user account, you may not be able to use all these
features. For example, you may be able to read messages in
certain areas, but not delete them.

If you are unclear about whether you should be able to use a
particular feature, contact your administrator.

Our assumptions about you

This book is intended for people using FirstClass or a web
browser such as Netscape® Communicator or Microsofte
Internet Explorer to work with FCIS.

We assume that you are familiar with:
 your operating system (Windowse or Mac™ OS)

 if you are using a web browser to work with FCIS
basic web browser use.

UsingFCIS 3



What you need to read

What you need to read

This book covers a number of topics that you may not need. At
a minimum, we suggest you read:

e Chapter 2, “FCIS basics”
» Chapter 3, “A quick tour of FCIS messaging”

+ Chapter 4, “Connecting to a server”

You only need to read about the basic logging in procedure
that pertains to you. The latter part of this chapter concerns
more advanced topics covering multiple logins.

e Chapter 8, “About conferences”

* the chapters in the “Working with messages” section that
concern reading, creating, and replying to messages.

Installing FirstClass

For FirstClass client system requirements and installation
instructions, see the ReadMe file on the FCIS CD.

New in this release

¢/ Use a personal online calendar to keep track of meetings,
appointments, and so on, as well as things you need to do.

¢/ Use public calendars to synchronize work and to book
resources and locations.

¢/ Specify your Mailbox or a conference or folder window as
your home location. You can connect directly to this location
when you log into a server.

¢/ Clear all but the selected settings file from File on the Login
screen.

¢/Forward messages to your paging system.

¢/Insert files in messages and documents, and attach recordings
to messages.

¢/Format text quickly using a Text Properties dialog box.

4 Getting started



¢/ Default text size creates 10 point text in Windows and 9 point

text on Mac OS.

¢/ Create documents using special forms that ensure good
results when viewed with a web browser.

v/ Specify separate message forward and reply preferences for

different categories of mail.

Introduction

¢/ Use File > Upload to upload text files as FirstClass

documents.

¢/ Connect using UDP/IP or a Netscape or Microsoft IMAP client

such as Outlook Express.

Documentation conventions

Each level of menu items is separated by >. For example, the
Clear item under the Edit menu is shown as Edit > Clear.

Text in italics represents variables for which you must type your 1

own value.

Changes to menu commands

Previous release

This release

File > New > New Message

Message > New Message

File > New > New Document

Message > New Document

File > New > list of message
forms

Message > New Message
Special > list of forms

File > Page Setup (Windows)

File > Print Setup (Windows)

Edit > Add > Add to Address
Book

Conferencing > Add to
Address Book

Edit > Add > Add to Desktop

Conferencing > Add to

Desktop
Edit > Add > Add to Conferencing > Add to
Bookmarks Bookmarks

Edit > Font... (Windows)

Edit > Format Text

UsingFCls 5



Changes to menu commands
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FCIS objects

Messages

Documents

FCIS basics

FCIS basics

This chapter provides an overview of the FCIS system and the
objects you will use when working with FCIS.

Messages are pieces of e-mail that are sent through FCIS.
Messages may be sent:

* locally on the same FCIS server

 through a gateway that connects to another FCIS server or
another messaging system

« through the Internet to anyone who can receive e-mail.
Every FCIS user has a Mailbox. Your Mailbox stores all messages

sent to you, as well as copies of messages that you send.

You can create documents on FCIS much as you do messages.
These are the differences between a message and a document:

A message A document

is intended for mailing to is intended for posting
someone electronically, and directly to an area where
therefore includes an envelope others can see it, and

area with space for address therefore does not include an
information envelope area

cannot be edited after being can be edited after it has been
sent (although FCIS does let posted
you unsend a message)

expires after a certain period by never expires by default
default

UsingFCls 7




FCIS objects

Uploaded files

Folders

Conferences

8  Getting started

A message A document

is automatically named with ~ must be named using a
the name of the sender (for special dialog box

mail received) or recipient (for
mail sent)

There are several ways to transfer text and graphics files so that
they are available to others. You can attach these files to

messages (or insert them in message bodies), then mail the
messages, or copy the files directly to FCIS. A file that has been
copied directly to FCIS is called an uploaded file.

FCIS folders work just like other folders you are used to on your
operating system. You can create and name folders, then put
messages and documents in them to organize your work area for

easy access.

In addition, your administrator may create external folders that
act as links to folders outside the FCIS system.

At first glance, FCIS conferences look just like folders. A
conference serves the same purpose of putting items with a
common topic into one place, but there are some important

differences:

A conference

Afolder

is intended mainly as an online
forum for the exchange of
information

is intended mainly as an
organizational aid

has controlled access; users need
the appropriate permission to see it

does not have directly
controlled access; the
object within which the
folder was created
determines the folder’s
access

can be the recipient of messages

can only hold messages
that have been moved
there

is flagged when it contains unread
mail

does not indicate that it
contains unread mail



Calendars

FCIS basics

If your administrator has created a description of a conference,
you can see this description by selecting the conference, then
choosing Conferencing > About Conference.

For more information about conferences, see the “Using
conferences” section of this book.

FCIS includes online calendars that record time commitments,
such as meetings, and tasks that you need to complete. In
addition to your own personal calendar, you may have access to
public calendars that let you schedule meetings at mutually
convenient times.

For more information about calendars, see the “Using calendars”
section of this book.

About the FCIS system

Server

Client

There are two parts to the FCIS system: a server and a client.

An FCIS server stores all your messages and documents, and the
Mailbox, conference and folder structure that contains these
items. It also contains information about all the users known to
the server.

When you log into FCIS, you connect to a server. Your
organization may have multiple servers, perhaps one in each
branch office, and you may be able to connect to some of these
servers as well. On each server, you will see the conferences that
the administrator for that server has given you permission to see.
The server to which you normally connect is considered your
home server.

Client software runs on your computer. It connects to an FCIS
server, and provides the interface (such as menu commands)
that lets you work with FCIS objects.

You use one of the following FCIS clients to connect to a server:
* FirstClass

* a web browser.

UsingFCIS 9




About the FCIS system

FirstClass for Windows or Mac OS and web browsers work with
FCIS in similar ways, and all are described in this book.
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A quick tour of FCIS messaging

A quick tour of FCIS messaging

This chapter provides a quick tour of these common messaging
tasks:

reading a message
replying to a message
forwarding a message
creating a new message

attaching a file to a message.

This tour is given twice: first for users of the FirstClass client,
and second for web browser users.

The rest of this book provides detailed information about all the
things you can do with FCIS.

A quick tour using FirstClass

FirstClass shortcut

Roy Allen installed FirstClass on his Windows NT machine,
configured it to connect to his FCIS server, and created a
FirstClass shortcut on his Windows desktop. He decides to
connect to his FCIS server to check for new mail.

He double-clicks the FirstClass shortcut to start FirstClass.

This opens the FCIS Login screen.

UsingFais 11




A quick tour using FirstClass

Login screen (FirstClass)

* Login [ [1)
File: [Weritec fc >  Browse.. |
Server: |Veritec Setup... I

Login as: " Guest + Registered uzer
User ID: rallen Save I

Password: |

work Offine. | | Caneel

Roy types his user ID and password, then clicks Login. This
opens his FCIS Desktop.

Detailsin Chapter 4, “Connecting to a server”

Desktop (FirstClass)
& Desktop ==l

File Edit Message Conferencing Connection Yiew Help

[P @8 am i

T Desktop 2 Files 14 Folders  veritec.com : Roy Allen o
e (2]
=t
htailBoz Conferences Help Calencar

Address Book  Bookmarks  Home Page Folder 512 and Marketing

0 = = 2B @

Budget Project Buddgets Personnal Staff Meetings ~ OTfing Conferences

[ el mame | size|=|sukjsct |Last Modified =
2, FirstClass url 1K FirstClass Wehsite GM2199 445 PM
] Job Postings EK IS Technical Writing Positio Ei3/95 930 AM
] Budget 95 14k Mewy Hardware Budget Bi3M5 927 AM
K| o]
14 ftems. |

Roy notices red flags beside both his Mailbox and Personnel
icons. This means that he has received new private mail, and
there is unread public mail in the Personnel conference. Roy
decides to check the mail in the Personnel conference first. He
opens this conference by double-clicking it.
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Conference (FirstClass)

Message (FirstClass)

A quick tour of FCIS messaging

B Personnel ==

File Edit Message Conferencing Connection Yiew Help

&= @@L

2% Conference 2 Files 0 Folders weritec.com : Roy Allen

E[F[dname | size[=lsubject [Last Modified =]
EM  AmandaHo 1K Staffing needs for the upcoming project 110285 1:41 PM
G Sara Wandenbery 1K Salary zcales 117285 1:42 P
|2 tems. I

One of the messages in the conference has a red flag beside it.
This is the unread mail that caused the Personnel conference
icon on Roy’s Desktop to display a red flag. Roy opens this
message by double-clicking it.

I Staffing needs for the upcoming project M=l &3

File Edit Message LConferencing Connection Yiew Help

|gZ opsEailonesal LR

-E honday, Movernber 02, 1995 1:41:23 PM
= Personnel

Fram: ¥ Amanda Ho

Subject: |Staffing needs for the upcoming project

Ta I,_. Personnel 3

h will need twa mare staff to handle this project. At current staffing levels, my people are
already putting in a lot of overtime.

Roy has further thoughts on this topic that he wants others
monitoring the conference to read. He decides to reply to the
message, and chooses Message > Reply. This creates a new
message that is addressed to the conference and references the
original message. Roy types his comments in the body of the
message, then sends the message to the conference by choosing
Message > Send. (He could also have clicked Send on the
toolbar.)

Detailsin Chapter 17, “Replying to messages”

UsingFas 13



A quick tour using FirstClass

Reply (FirstClass)

Conference with reply (FirstClass)

14 Getting started

I Re: Staffing needs for the upcoming project

File Edit Message Conferencing Connection “iew Help

IEEEE - LRI

m Message

From: § Roy &llen

Subject: |Re: Staffing needs for the upcoming project
To: |2 Personnel

Ce: |

W'l need some detailz on exactly what theze people will be doing. For thoze of you
requesting nevw staff, please include this information.

Roy closes the sent message by choosing File > Close. The
conference now shows Roy’s reply as an unread message.

B Personnel =]

File Edt Message Conferencing Connection Yiew Help

== els

25 Conference 3 Files O Folders wveritec.com : Roy Allen

B[ [d[name [ size[=[sukject [Last Modified =
EM Royalen 1K = Re: Staffing needs for the upcoming proje 812899 1:29PM

|z Amanda Ho 1K Staffing needs for the upcoming project 11/2/895  1:41 PM
2 Sara Wandenbery 1K Salary scales 1172085 1:42 PM

|5 tems. |

Roy wants to post another message to this conference, and he
wants the readers of this new message to have access to a
separate file containing additional information. To accomplish
this, Roy first creates a new message by choosing Message >
New Message. A new message addressed to the conference
opens.




A quick tour of FCIS messaging

New message (FirstClass)
I Mew Message M= E
File Edit Message Conferencing Connection  Yiew Help
JJE@%@,{EH@’P oz '-r==||Aria| Hpe H) Al &
- Unszent Message
From: § Roy &llen
Subject: |
To: I-_. Personinel

Ce: |

Roy types a subject for his message at Subject, then types the
body of his message. He decides that he would also like to send
this message to Amanda Clark. Being unsure of the spelling of
Amanda’s last name, he just types amanda in the To field, then

presses Tab. FCIS presents him with a list of all users with names
including amanda.

Directory (FirstClass) 3

File Edt Message Conferencing Connection Yiew Help

2. Pattern:  |amanda
Showy:

’V |~ Local |~ Remate | Conterences ‘
o | cc. | [ Bee | Résumé | Home Page |
[rzme |

¥ Amanda Clark
¥ Amanda Ho

Roy double-clicks Amanda Clark’s name to put it in the To field.

Detailsin Chapter 13, “Addressing messages”
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Addressed message (FirstClass)

I Template for staffing requests M=

ile Edit Message Conferencing Connection Wiew Help

E
JJW? fo B B g firisi Hfe H) A &

- Unzert Message

From: § Roy &llen

Subject: |Temp|ate for staffing requests

T = Perzonnel

§ Amanda Clark

0 o

Attached iz atemplate for use when you submit requests for new staff.

The last thing Roy has to do before sending this message is to
attach his file to it. To do this, he chooses File > Attach File, then
browses the Open dialog box until he finds the file he wants.

Open dialog box
Open 7]

Laak jn: I@ IC:) j gl IE_
1 Using Config. sy pagefile. sys
1 winhelp @ Deliverables. doc
b 1 Nt lo.sys

LT Mados. s
Autoexec.bat [ Mtdetect.com

boot.ini nitldr

| ol
File harme: IStafftmpIt.doc Open I
Files of type: A ies = Cancel |

Roy selects his file, then clicks Open. After file transfer is
complete, an Attachments fields appears in Roy’s message.

Detailsin Chapter 19, “Files attached to messages”
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Attached file (FirstClass)

Message attachment in conference

A quick tour of FCIS messaging

I Template for staffing requests M=

ile Edit Message Conferencing Connection Wiew Help

E
JJE@?.;@ fo B B e e firisi Hfe H) A &

From: § Roy &llen

Unzert Message

Subject: |Temp|ate for staffing requests

T =& Perzonnel
§ Amanda Clark

Attachments: | Stattmpit.doc 12K

Attached is atemplate for use when you submit requests for new staff.

Roy now sends his message by choosing Message > Send, then
closes it by choosing File > Close. Amanda will see her copy of
the message in her Mailbox, and can copy the attached file to her
computer by choosing File > Save Attachment. The copy sent to
the conference appears as an unread message with an
attachment.

Personnel M=l E3

File Edt Message Conferencing Connection Yiew Help

== els

2% Conference 4 Files 0 Folders wveritec.com ; Roy &llen

E[F[a[Mame [ size[=[sukject [Last Modified =]
E ™ (] Roy Allen T Template for staffing requests SMEMLS  1:44 PM
EF  Roy alen 1K = Re: Staffing needs for the upcoming praje 81289 1:29 PR
2 Amanda Ho 1K Staffing needs for the upcoming project 1172095 1:41 PM
E Sara Wandenbery 1K Salary scales 112198 1:42PM

|4 tems. |

Roy now turns his attention to the private mail in his Mailbox.
He closes the Personnel conference by choosing File > Close.
Back at his Desktop, he opens his Mailbox by double-clicking it.
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Mailbox (FirstClass)

25 MailBox =]
File Edit Message Conferencing Connection Yiew Help
|lgcile @2 e, g
& Maibox 6 Files 4 Folders  veritec.com : Roy Allen e
Meetingz and Reports Personal Stuff
Ol Messages Document Likrary
E=||aname | size|Subject |Last Moc « |
E £ To Personnel TH Templste for staffing requests SM6A9
B2 To Tom “andenbery 1K Report deadline 8M2/29
= To Amanda Ho 1K Fwed: Lunch meetings 5M2/99
EM  Sara vandenberg 1K Lunch mestings 1249
B2 To Perzonnel 1K Re Staffrg nesds forthe pcoming proe. 8M2/09 -
4 I I 3
|6 ftems.

He opens the first unread message by double-clicking it.
Message in Mailbox (FirstClass)

I Lunch meetings M=l E3
File Edit Message Conferencing Connection Yiew Help

g E8n 0rEa L/

@?u Thursday, August 12, 1999 1:43:15 Ph
= Message

Fram: § Sara Yandenherg

Subject:  |Lunch mestings

Ta: | ¥ Roy Allen

I'd like to =et up & series of lunch meetings for staff. We could introduce our budget
plans for the coming year. YWhat do you think?

Roy decides that this message is better handled by Amanda Ho.
He wants to forward the message to her, and so chooses Message

> Forward. This creates a copy of the message that he can now
address to Amanda.
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Forwarded message unaddressed
(FirstClass)

I Fwd: Lunch meetings M=
File  Edit

=

Message Conferencing Connection Wiew  Help

0| B B R oo firici Hfe H) Al

Unzent Message

From: § Roy allen
¥ Sara Vandenberg

Subject: Fwd: Lunch meetings
Tex |

[0 |

I'd like to =et up a =eries of lunch meetings for staff. We could introduce our budget
plans for the coming year. Ywhat do you think?

He addresses the message by typing Amanda Ho in the To field,
then pressing Tab. He also adds some explanatory text to the

message body, then sends the message by choosing Message >
Send.

Detailsin Chapter 15, “Sending messages”
Forwarded message (FirstClass)

I Fwd: Lunch meetings M=l E3
File  Edit

Mezsage Conferencing Connection Wiew Help
“Eu;élﬁ)a?ﬁﬁ TEIO'" 18 §’|//r” 7

-E Monday, August 16, 1999 1:52:15 PM
= hessage

From: § Roy &llen
§ Sara Yandenberg

Subject:  Fwvel Lunch mestings
To:

| ¥ Amanda Ho

Amanda, could you respond to Sara on this? Thanks.

I'd like to =et up & series of lunch meetings for staff. Wi could introduce our budget
plans for the coming year. What do you think?

Roy has done all he wants for now in FCIS, so he chooses File >

Exit. This disconnects him from the FCIS server and quits
FirstClass.
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A quick tour using a web browser

Roy Allen decides to connect to his FCIS server to check for new
mail. He starts his web browser, then enters the Internet address
(URL) for his FCIS server. This opens the FCIS Login screen.

Login screen (web)

Uszername and Password Required E

Erter uzername for veritec. com at 127.0.0.1:

Lzer Mame: Irallen

Paszsword: I"""

oK I Cancel |

Roy types his user ID and password, then clicks OK. This opens
his FCIS Desktop.

Detailsin Chapter 4, “Connecting to a server”

Desktop (web)
b Fi S Ll L =D T e P e =] |
Bl Taps Rury Allem 13 o1 Fis 141
:l &2 [ Bl - L
E.-' ll_ et rmn ”...-. o3
o st
ol
-

Roy notices red flags beside both his Mailbox and Personnel
icons. This means that he has received new private mail, and
there is unread public mail in the Personnel conference. Roy
decides to check the mail in the Personnel conference first. He
goes to this conference by clicking it.
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Conference (web)

Message (web)

A quick tour of FCIS messaging

Conleremce: Persomnel 1] of 2R84 1Pk I
2 [ Sukjert Sar N -l
o AT Foa 1 Sara Vendenbery 1 19F
ar iy wewds for the upcomng | Amuzds H 1 §

One of the messages in the conference has a red flag beside it.
This is the unread mail that caused the Personnel conference
link on Roy’s Desktop to display a red flag. Roy opens this
message by clicking it.

=" Mon, 02 Mov 1998 12:41:23 -0400 =E

From: ¥ AmandaHo
Subject: Staffing needs for the upcomng project

To: == Personnel

| 'will need two mare staff to handle this project. At current staffing levels, my people are already

putting in a lot of overtime.

Roy has further thoughts on this topic that he wants others
monitoring the conference to read. He decides to reply to the
message, and clicks Reply. This creates a new message that is
addressed to the conference and references the original
message. Roy types his comments in the body of the message,
then sends the message to the conference by clicking Send.

Detailsin Chapter 17, “Replying to messages”
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Reply (web)
From: #Roy Allen

Suhbject: IRE: Staffing needs for the upcoming proje

To: [personnel

3
o o
=
il

Cc:

|
Attachments: | Browse... |

hmanda Ho writes: ;I
>I will need two more staff to handle this project. AL current
staffing

»levels, my people are already putting in & lot of overtime.

We'll need some details on exactly what these people will bhe
doing. For those of you requesting new staff, please include
thiz information.

Urgent Message: [  Receipt on Read: [

Send | Reset |

Roy returns to the conference listing by clicking the link at the
confirmation.

Confirmation

Message successfully sent.

Click here to return to [LoginPersonnelf

The conference now shows Roy’s reply as an unread message.

Conference with reply (web)

. . Last
5 |
[ Suhject Size Name Modi

gr Do Staffnencedsfor 4 oop o ayen 114219

the upcoming proje
= Salary scales 1 Sara Vandenberg 117219
m Stefingneedsforthe o, o m, 11/2/9

upc otmite project

Roy now turns his attention to the private mail in his Mailbox.
He goes to it by clicking Mailbox.
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A quick tour of FCIS messaging

Mailbox (web)
hilof || < 35000 A e B e =] W
M omillhax MsdBox FiFkai 4Fuds
; BF Ol Sakjart [ {;"E_!
L § paic- i vl
i R T Sy g To Perms
L | T Compar

Roy opens the first unread message by clicking it.

Message in Mailbox (web)
E Thu, 12 Aug 1999 1343 15 00 =55
From: § Zam Vindapberg
Buljwct: Lanch mestmgs
To: # BEogdlies
1'é k= iwl up & amnes gl loneh mesliegs B Glel We okl miracic s dui ludngal plaim & The
ang peat Whan di yau bhind?

Roy decides that this message is better handled by Amanda Ho.
He wants to forward the message to her, and so clicks Forward.
This creates a copy of the message that he can now address to

Amanda.
Detailsin Chapter 16, “Forwarding messages”
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Forwarded message unaddressed
(web)

Fud: Lunch meetings

I'd like to set up a series of lunch meetings for staff. We

could
introduce our budget plans for the coming year. What do you

think?

He addresses the message by typing Amanda Ho in the To field.
He also adds some explanatory text to the message body, then
sends the message by clicking Send.

Detailsin Chapter 15, “Sending messages”
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Forwarded message (web)

Directory (web)

A quick tour of FCIS messaging

From: % Roy Allen
¥ Sara Vandenberg
Suﬁecu|Fwd: Lunch meetings

To: iwanda Ho J

Cc: =l
Attachments: | Browse...
Amanda, could you respond to Jara on this? Thanks. J

I'd like to set up a series of lunch meetings for stcaff. We
could
introduce our budget plans for the coming year. What do you
think?

[~ |

Roy returns to his Mailbox by clicking the link at the
confirmation. He wants to send a message to Sara Vandenberg,
and he also wants her to have access to a separate file containing
additional information.

Roy is unsure of the spelling of Sara’s last name, so he first clicks
Directory, then types sara at the Name field and clicks Search. All
users with names including sara are listed.

. Enter the name you wish to look for. If wou are unsure of the name,
ﬁL then just type the first few letters of the name.

Name: | Search

¥ Saral. Jones Sara L. Jones @ ﬁ
¥ Sara Vandenberg Sara Vandenberg @ E

Roy clicks Sara Vandenberg’s address (the second column). This
creates a new message addressed to her. He types a subject for
his message at Subject, then types the body of his message.

Detailsin Chapter 13, “Addressing messages”
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New message (web)
From: # Roy Allen

Suhbject: ITemplate for staffing requests

To: [zara Vandenberg

Ce:

Attachments: I Browse... |

Attached is a template for use when you submit requests for new ﬂ
statff.

N EP

=

The last thing Roy has to do before sending this message is to
attach his file to it. To do this, he clicks Browse at the Attachment
field, then browses the File Upload dialog box until he finds the
file he wants.

File Upload dialog box
File Upload

Laak jn: I@ 1]

o winnt lousys

LB Mados. sps
T Autoexec. bat E Midetect. com
bioat.ini ritidr
Config.zyz pagefile.syz

] Deliverables. doc @ RevCan.doc

[

Fil= name; IStafftmpIt.doc Open I
Files of type: [l Files 7] [ Cancel |

Roy selects his file, then clicks Open. The file is attached to his
message.

Detailsin Chapter 19, “Files attached to messages”
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A quick tour of FCIS messaging

Attached file (web)
From: # Roy Allen

Sl.l])jel:t: ITEmplate for staffing reguests

To: [zar= Vandenberg

Ce:

Attachments: IC:\St,afft,mplt,.ch Browse... |

Attached is a template for use when you submit requests for new ﬂ
staff.

N EPN

-]

Roy now sends his message by clicking Send, then returns to his
Mailbox by clicking the link at the confirmation. Sara will see her
copy of the message in her Mailbox, and can copy the attached
file to her computer by clicking the attachment. 3

Roy has done all he wants for now in FCIS. To prevent someone
else from getting back to his FCIS web pages, he closes his web
browser. This forces anyone who wants to connect to the server
to supply a user ID and password once more.
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28  Getting started



Connecting to a server

Connecting to a server

You can connect (log in) to an FCIS server using either FirstClass
or a web browser. Depending on how your administrator set up
the server and your user account, you may be able to log in as:

 aregistered user

Your administrator provided you with a personal user ID and
password.

e auser who can autoregister

Your administrator set up the server to allow autoregistration.
Once you have autoregistered, you log in thereafter as a
registered user.

* a guest user.

Your administrator provided you with a user ID and password
that accesses a guest account. Guests are generally more
limited in what they can do than registered users.

Logging in using FirstClass
The firsttime youlogin  The first time you start FirstClass, you are asked to fill in the
Service Setup form. You can do one of the following:

 use the settings file supplied by your administrator

Click Cancel, then choose this settings file at File. For
information on settings files, see “Settings files” on page 37.

 configure the connection to the server yourself

For instructions, see the “Configuring your FirstClass
connection” section of this book.

* log into FirstClass.com, FirstClass’ own server.
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Logging in using FirstClass

Logginginasa
registered user

Login screen (registered users)

30 Getting started

Click Cancel, then choose firstclass.fc at File. This settings file
is configured to connect using TCP/IP. If you have a different
connection type, configure this connection as described in the
“Configuring your FirstClass connection” section of this book.

To log into an FCIS server as a registered user, you must have:
 avalid user ID and password

* a settings file that contains connection information for the
server.

For information on settings files, see “Settings files” on
page 37.

To log in:

1. Double-click the FirstClass icon.

" Login =[]
File: [weritec.fc x| Browse. I
Server: |[Weritec Setup... I

Log in as: i~ Guest s Registered user
User ID: rallen Save I

Password: [

work Offine. | | Caneel
I I

2. Fill in the following fields on the Login screen:

File the settings file for the server to which you
want to connect

If the settings file is not listed here, click
Browse to search for the file. Click Open with
the file selected.

Registered make sure this field is selected
user

UserID type your user ID, if this information is missing

Password  type your password, if this information is
missing



Connecting to a server

You can save your user ID and/or password in the settings
file by clicking Save after you type this information. If you
do this, you will not have to type this information for future
logins when you choose this server.

Note For security reasons, we do not recommend that
you save your password in the settings file.

3. Click Login to open your FCIS Desktop.
Autoregistering To log into an FCIS server and register, you must have a settings

file that contains connection information for the server. For
information on settings files, see “Settings files” on page 37.

To autoregister:

1. Double-click the FirstClass icon.

Login screen (autoregistering)

" Login =[]
File: [weritec.fc x| Browse. I
Server: |[Weritec Setup... I 4

Log in ss: ™ Guest f+ Registered user
User ID: JKerry Save I

Password: [***

ook e | Cancel | Login I

2. Fill in the following fields on the Login screen:

File the settings file for the server to which you
want to connect

If the settings file is not listed here, click
Browse to search for the file. Click Open with
the file selected.

Registered make sure this field is selected
user

User ID the user ID you want to register
Password  the password you want to register

3. Click Login.
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Logging in using FirstClass

4. Fill in the Autoregistration Form.

Autoregistration Form (FirstClass)

" Autoregistration HiE
- Autoregistration Form
First name: IKerry omments:
Miclclle initizls: IL
Last name: IChatham
Telephone: ISSS-SSSS
Fae: IQQQ-QQQS
Company: erites Inc.

-Requested:

= UserID:  |Kerry
Strest: ISS hain =t.
) Passware: [

City/Town: |T0r0nt0
S HITER IOntarlo Weleome to FirstClass. Flease Cancel |
Country: ICanada complate all the fields an this

ZIP/Postal coce:

form, then click Register.
Thank you. CEBED
I I

5. Click Register.

6. Record your user ID and password from the confirmation
screen.

Registration Confirmed screen

(FirstClass) T p—— =0l ]

Registration Confirmed
“ou hawe been registered with the following user Il and
pasaword. Please write down this infarmation and use it each

time you login.

Registration information

User IC: Kerry

Pazzword: st

Save | 0K I
7. Click one of the following:
0K opens your FCIS Desktop
Save opens your FCIS Desktop, and saves your user ID

and password in the settings file

If you click Save, your user ID and password will
be displayed on the Login screen the next time
you choose this server. If you do not want this
information displayed automatically, click OK
instead.
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Logging in as a guest To log into a guest account on an FCIS server, you must have a
user settings file that contains connection information for the server.
For information on settings files, see “Settings files” on page 37.

To log in:
1. Double-click the FirstClass icon.

Login screen (guest users)

* Login [ [1)
File: [Weritec fc >  Browse.. |
Server: |Veritec Setup... I

Loginas: @& fuest} " Registered uzer
Save I

ook e | Cancel | Login I

2. Fill in the following fields on the Login screen:

File the settings file for the server to which you
want to connect

If the settings file is not listed here, click
Browse to search for the file. Click Open with
the file selected.

Guest make sure this field is selected

3. Click Login to open the guest FCIS Desktop.

Logging in using a web browser

To log into an FCIS server using a web browser, you must know
the Internet address (URL) of the server. This URL will look
something like this:

http://server name or address/login

For example, to access FirstClass.com over the web, type:
http://www.firstclass.com/login

Note If you have a dial-up connection, call your Internet
Service Provider (ISP), log in, then start your web
browser.
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Logging in using a web browser

Logging in using a
registered user ID

Login screen (web)

Autoregistering

34  Getting started

To log into either your own personal account or a guest account,
you must have:

 avalid user ID and password
* the URL for the server.
To log in:

1. Enter the URL of the server in your web browser to open the
Login screen.

Uszername and Password Required E

Erter uzername for veritec. com at 127.0.0.1:

Lzer Mame: Irallen

Paszsword: I"""

oK I Cancel |

2. Type the user ID and password.
3. Click OK to open the FCIS Desktop.
To log into an FCIS server and register, you must know the URL
for the server.
To autoregister:
1. Enter the URL of the server in your web browser.
Do not type /login at the end of this URL.
2. Click the Autoregister link.
3. Fill in the Autoregistration Form.

Supply the user ID and password that you want to register
as part of this information.



Connecting to a server

Autoregistration Form (web)
Autoregistration Form

Welcome to FitstClags. Flease complete all the fields on this form, then click Register. Thanl you.

First name: |Kerry

Middle initial:

L

Last name: |Chatham

User ID: |Kerry

Password: |1r1r1rt

Comments: =l

Telephone: |999-9999

Fax: [950-9295

Company: |Verit,ec Inc.

Street: (55 main st.

City/Town: |T0r0nt0

State/Province: |omar io

Country: |Canada 4
ZIP/Postal code: |1\101\1 oMo

Register Reset

4. Click Register.

5. Record your user ID and password from the confirmation
page.

6. to go to your Desktop
Click Desktop to open the Login screen, then log in as a
registered user.

Logging in using an IMAP client

If you have a client that supports the IMAP4rev1 standard
(Netscape IMAP client, or a Microsoft IMAP client such as
Outlook Express), you can use this client to connect to an FCIS
server. For instructions, see your client documentation.

Using FaIs 35




Making a connection the default

Making a connection the default

Applies to FirstClass only.

If you will usually connect to a particular server, you can make
the settings file for that server the default choice in the Login
screen. To do this:

1. Choose Edit > Preferences.

2. Choose the settings file you want at Default settings file on
the Connection tab.

3. Click OK.

The server specified in this settings file will also be used as the
return address for messages that you send from FirstClass out
over the Internet.

Note For all preferences, you can click Apply to save your
changes without closing the Preferences window, or
click Default to restore every preference to the
FirstClass default.

Connecting directly to a particular window

36 Getting started

Applies to FirstClass only.

When you first connect to a server, the Desktop normally opens.
You can make another window, such as your Mailbox or a
specific conference, open instead. To do this:

1. Open the appropriate window.

2. Choose Connection > Make Window My Home Location.
3. Choose Edit > Preferences.

4. Select Connect automatically on the Connection tab.

Note Home location shows the location of the window
you chose as your home location. To change your
home location to FirstClass’ default, which is
FirstClass.com, click Use Default Location.



Settings files

Updating settings files

Connecting to a server

5. Click OK.

Applies to FirstClass only.

FirstClass stores the information needed to connect to an FCIS
server in a settings file. Settings files can also store resources
used by FirstClass to render FCIS content, such as forms,
pictures, and sounds. In Windows, settings files always end in
fc.

When you first install FirstClass, you have two settings files:
e home.fc
This is the default settings file.
« firstclass.fc
This connects you to FirstClass.com.
In addition, your FCIS administrator may have provided you
with a settings file that contains the necessary information for

logging into your server. If this is the case, put this file in the
Settings folder inside the FirstClass application folder.

If you need to change connection information for an existing
settings file, click Setup on the Login screen, change the
information as required, then click Save. For information on
how to configure a connection, see the “Configuring your
FirstClass connection” section of this book.

Your administrator may mail you an updated version of your
settings file, or upload this settings file to the server. To
incorporate these updates into your copy of the settings file:

1. Log into FCIS using the settings file that you want to update.

2. Double-click the administrator’s settings file.

If this settings file is attached to a message, you can double-
click it directly from the message.

3. Click Update at the Resource Updater screen.
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Changing your password

Clearing resources from
the settings file

Clearing settings files
from the Login screen

Note If the settings file is large or you are on a slow
connection, you may have to wait for this screen to
open.

FirstClass can import a picture or form resource from your server
as you need it; however, it will only do so if you do not already
have a copy of the resource in your settings file.

If you know there are updated resources on the server, and you
want to import them, you must clear your old resources from
your settings file. To do this:

1. Open the Login screen.

2. Make sure the settings file you want to clear is displayed at
File.

3. Click Setup.
4. Click Flush Cache.

The connection information in your settings file is not affected
when you clear the file resources.

As you select and create various settings files, the list of files
grows at File on the Login screen. If this list becomes unwieldy,
you can clear it.

To clear all but the selected settings file from the list of files:
* right-click this field, then choose Clear (Windows)

 tab to this field, then choose Edit > Clear (Mac OS).

The cleared settings files remain in FirstClass’ Settings folder, so
you can still browse to select them.

Changing your password
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If you are a registered user, your administrator provided you
with an FCIS password. For security reasons, we recommend
that you change this password to something only you know.



Connecting to a server

Make your password difficult to guess. Consider mixing numbers
and letters. Do not use your own name or user ID, or any other
easily guessed word, such as your birth date or the name of a
family member or pet. Passwords can be up to 12 characters.

To change your password:

1. Log into the server for which you want to change your
password.

2. FirstClass
Choose Connection > Change Password.

web

Click Preferences, then Change Password.
Change Password screen
(FirstClass) * Change Password M= E3

Change Password

Lizer ID: rallen

Old pasaward: xx

Mewy passweard: I****

Retype password: I**** 4

Cancel | ’TI
3. Fill in the following information on the Change Password
screen:
0Old password your current password

New password  the password you want to use
Retype password your new password again, for verification

4. Click OK (FirstClass) or Change (web).

Connecting to multiple servers

If you have access to multiple servers, you can connect to more
than one at the same time. If you are connected to multiple
servers, you will see a Desktop for each one.

To connect to multiple servers using FirstClass:

1. Log in as you normally do, choosing the settings file for the
first server at File on the Login screen.
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2. Choose Connection > Connect to open the Login screen
again.

3. Login as you normally do, choosing the settings file for the
second server at File.

4. Repeat as many times as required.

If you can start multiple separate web browser sessions, you can
log into a different server with each session.

Logging in with multiple user IDs

If you have multiple user IDs, or can autoregister, you can open
multiple connections to the same server with these user IDs. If
you are connected using multiple user IDs, you will see a
Desktop for each one.

To log in with multiple user IDs using FirstClass:

1. Log into the server as you normally do, using the first
user ID and password with which you want to connect.

2. Choose Connection > Connect to open the Login screen
again.

3. Log in using the second user ID and password with which
you want to connect.

4. Repeat as many times as required.

If you can start multiple separate web browser sessions, you can
log in using a different user ID for each session.

Logging in from multiple computers
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Your administrator may allow you to log into the same server
using the same user ID and password from multiple computers.
If you are connected multiple times using the same user ID, and
your administrator has limited the length of time you can
connect per day, be aware that the time spent by all connections
is added together and counted against your daily time allotment.
For example, if your first connection has been active for 30
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minutes, and your second connection has been active for 15
minutes, you are considered to have used up 45 minutes of your
daily time allotment.

Tip If you have a very limited daily time allotment, and
you just want to perform basic tasks such as reading
and sending messages, consider connecting using a
web browser. The web browser only connects when
there is data to exchange with the server, and then
only stays connected long enough for the data to be
sent.

To log in from multiple computers, simply log in from each one
as you normally do.

Checking your connections

Connections List

Applies to FirstClass only.

To see a list of all FCIS servers to which your computer is
connected, and all user IDs used for these connections, choose
Connection > List Connections. The Connections List opens.

* Connections List M=
File Edit Message Conferencing Connection iew  Admin

Help
|32

|S'rte Mame |User 10 |C0nnec‘t Timel Time Lett | Itemsl
¥ veritec.com acimin 000743 - 3
# vetitec com rallen oS8 - 2
|2 hems. |

Each row in this list represents one active connection, and shows
the following information:

Site Name the server to which you are connected

User ID the user ID with which you are connected to
this server

Connect Time the length of time you have been connected, in

hh:mm:ss format
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Time Left the length of time you have left before you will
be automatically logged off

Your administrator may have defined a
maximum time that you can be connected per
day. If a dash shows here, you do not have a
daily connection time limit for this server.

Items the number of windows open for this
connection

There are several ways you can work with connections from this
list:

To Do this

bring all windows for a particular double-click the connection
connection to the foreground, in
the order they were opened

end a connection select the connection, then
click Disconnect Selected

end all connections click Disconnect All

Disconnecting from a server

Disconnecting using
FirstClass

Storing connection
information
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As well as using the Connections List to disconnect from a server,
you can do one of the following:

To Do this
end your current connection choose Connection >
Disconnect

close all open windows for this
connection

end all connections and quit choose File > Exit (Windows)
FirstClass or Quit (Mac OS)

In your FirstClass connection caching preferences, you can tell
FirstClass to store (cache) your connection information for a
specific length of time. If you do this, then close all open
windows for a connection, you can reconnect to the server
within this time period without having to log in again.
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Disconnecting using a
web browser

Connecting to a server

To cache connection information:
1. Choose Edit > Preferences.
2. Select Cache connection information on the Connection tab.

3. Specify the length of time you want FirstClass to cache this
information at Time to cache.

4. Click OK.

If you disconnected from a server or closed all open windows for
a connection without telling FirstClass to cache connection
information, you are disconnected immediately. You must log in
again to reconnect.

If you told FirstClass to cache connection information, and you
closed all open windows for a connection, you can reopen the
Desktop of that connection without logging in again. You must
do this before the connection caching interval that you specified
in your preferences has elapsed.

To reconnect:

1. Do one of the following:

» Windows 95/98/NT
right-click the FirstClass icon in the taskbar

e Windows 3.1
click the FirstClass icon, then choose Restore

e Mac OS
choose Connection.

2. Do one of the following:

* if connection information is not cached
choose Connect from the menu, then log in

* if connection information is cached
choose the server from the menu to reopen the Desktop.

Although a web browser only connects to the server when there
is data to exchange, for security reasons, we suggest that you
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close your browser when you are finished with the server. This

forces other users with access to your computer to supply a
user ID and password to reconnect to the server.
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Using FirstClass commands

This chapter describes the basic FirstClass command interface.
There are often several ways you can perform the same task with
FirstClass. For example, you can delete selected text in a
message you are composing by:

» choosing Edit > Clear from the menu
 pressing Delete on the keyboard

* right-clicking (Windows), clicking and holding the mouse
button (Mac OS), or Control-clicking (Mac OS 7.6 and later),
then choosing Clear from the shortcut menu.

To open a conference or folder, and move a message, document,
or file to it, you can:

 open the target conference or folder by double-clicking it,
then drag the object to the target

 drag the object and hover over the target until it opens.

In some cases, you can also click a toolbar or dialog box button,
or use a keyboard shortcut.

When there is a menu command for a task, that is the method
described in this book. Where applicable, convenient double-
click or drag options are also described.

Note Your operating system may limit what operations
you can perform. For example, Windows 3.1 does
not support drag-and-drop operations.
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FirstClass toolbars

FirstClass toolbars

Showing and hiding a
toolbar

Showing and hiding the
status bar

Adding toolbar buttons
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Each FirstClass window has its own toolbar. Toolbar buttons
provide shortcuts to a number of common FirstClass tasks. These
buttons are an alternative to choosing a task from the menu. You
can specify which buttons are on a toolbar, and the order in
which they appear.

To see a description of a toolbar button, hover over the button.
The button name pops up, and a fuller description is provided in
the status bar that runs along the bottom of a FirstClass window.
To show a toolbar, choose View > Toolbars > Show Toolbar.
To hide a toolbar, choose View > Toolbars > Hide Toolbar.

To show the status bar, choose View > Toolbars > Show Status
Bar.

To hide the status bar, choose View > Toolbars > Hide Status
Bar.

To add a button to a toolbar:

1. Choose View > Toolbars > Customize Toolbar to open the
Customize Toolbar screen.
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Customize Toolbar screen
* Customize Toolbar
Categories: Spacer:
'
Mowve cursar over button to see a description. Drag the button to the toolbar. Crag button from
toalbarto button box below ta remowe it.
Buttons
i 1] ] _,
=} =7 i = =7 =3
P RE? iy ReEIjAII Re IES?ander iy gy
eszage Rl Quote Rl Bl Conference Original A. ..
=@ . B,
= = @ = : ¥
Formard Send serdand S8 Hi%r Un{r?ad Sy
Close ¥ Internet ...
3 2 = s fi= e L
o8 Priarity Priarity L= Senzitivity  Sensitivity  Sensitivity
S BES Rormal Urgert It EL Mormal Personal Private
oyl ol R b
Sensitivity Receipt on  Receipt on Receipt on Suppress
Company Read Delivery Route DM
Description
2. Locate the button you want by choosing the appropriate
category at Categories.
For example, to locate the Clear button, choose Edit. 5
As for buttons already on the toolbar, you can hover over the
buttons in this screen to see the button names pop up. The
fuller descriptions are displayed at Description.
3. Drag the button you want to the desired location on the
toolbar.
To add a spacer between buttons, drag the spacer symbol
under Spacer to the desired location on the toolbar.
4. Click Close.
Changing the order of To change the order of buttons on a toolbar:

toolbar buttons
1. Choose View > Toolbars > Customize Toolbar to open the
Customize Toolbar screen.

2. Drag the buttons and spacers on the toolbar to their new
locations.

3. Click Close.
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FirstClass toolbars

Removing toolbar
buttons

Changing toolbar
position

Adding links to a toolbar
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To remove a button from a toolbar:

1. Choose View > Toolbars > Customize Toolbar to open the
Customize Toolbar screen.

2. Drag the button from the toolbar to the Buttons section of
the Customize Toolbar screen.

You do not need to go to the category that contains this
button.

To remove a spacer, drag it from the toolbar to the Spacer
section of the Customize Toolbar screen.

3. Click Close.

To change the position of a toolbar, drag the handle at the left
side of the toolbar (or at the top, if the toolbar is vertical).

You can drag the toolbar to the top, bottom, left, or right side of
the window.

You can add link objects to a toolbar. A link object opens an FCIS
object (such as a conference, folder, message, or document) or
a web page. Link objects are described in “Link objects” on
page 213.

To add a link object for an FCIS object to a toolbar, drag the
object to the toolbar.

To add a link object for a web page to a toolbar, go to a location
that contains a URL link to that web page. You must go to a
location with a link to the web page; you cannot go directly to
the web page to save a link to it. Drag the URL link to the
toolbar.

You can remove link objects from toolbars just as you would
toolbar buttons.
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Mac0S
Menu Menu item Windows shortcut shortcut
File Attach File/Upload  Ctrl+T Cmd+T
Close Ctrl+F4 Cmd+W
Delete Ctrl+D Cmd+D
Exit/Quit Alt+Shift+F4 Cmd+Q
Open Address Book  Ctrl+2 Cmd+2
Open Bookmarks Ctrl+3 Cmd+3
Open Calendar Ctrl+6 Cmd+6
Open Desktop Ctrl+0 Cmd+0
Open Home Page Ctrl+4 Cmd+4
Open Mailbox Ctrl+1 Cmd+1
Open Résumé Ctrl+5 Cmd+5
Open Selected Ctrl+0 Cmd+O
Print Ctrl+P Cmd+P
Properties/Get Info  Alt+Enter Cmd+I
Save As Ctrl+S Cmd+S
Edit Check Spelling Ctrl+Shift+L  Shift+
Cmd+L
Color Black Option+
Cmd+K
Color Blue Option+
Cmd+B
Color Brown Option+
Cmd+W
Color Gray Option+
Cmd+E
Color Green Option+
Cmd+G
Color Magenta Option+
Cmd+M
Color Orange Option+
Cmd+O
Color Red Option+
Cmd+R
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Mac0S
Menu Menu item Windows shortcut shortcut
Color Yellow Option+
Cmd+Y
Copy Ctrl+C Cmd+C
Ctrl+Ins
Cut Ctrl+X Cmd+X
Find Ctrl+F Cmd+F
Find Next F3 Cmd+G
Font Larger Ctrl+] Cmd+]
Font Smaller Ctrl+[ Cmd+[
Format selection Cul+M Cmd+M
Insert File Ctrl+Shift+T  Shift+
Cmd+T
Insert Horizontal Ctrl+Shift+H  Shift+
Rule Cmd+H
Insert Page Break Ctrl+Enter Shift+
Shift+Enter =~ Return
Insert Signature Ctrl+Shift+S  Shift+
Cmd+S
Paste Ctrl+V Cmd+V
Shift+Ins
paste as quoted Ctrl+Shift+V ~ Option+
Cmd+V
Redo Ctrl+Y Cmd+Y
Replace Ctrl+Shift+F  Shift+
Cmd+F
Select All Ctrl+A Cmd+A
Style Bold Ctrl+Shift+B  Shift+
Cmd+B
Style Italic Ctrl+Shift+I  Shift+
Cmd+I
Style Plain Ctrl+Shift+P  Shift+
Cmd+P
Style Quoted Ctrl+Shift+’  Shift+
Cmd+’
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Mac0S
Menu Menu item Windows shortcut shortcut
Style Underline Ctrl+Shift+U  Shift+
Cmd+U
Undo Ctrl+7Z Cmd+Z
Message Forward Ctrl+Shift+=  Shift+
Cmd+=
History Ctrl+H Cmd+H
New Message Ctrl+N Cmd+N
Reply Ctrl+R Cmd+R
Reply with Quote Ctl+’ Cmd+’
Send Ctrl+E Cmd+E
Send and Close Ctrl+Shift+E  Shift+
Cmd+E
Show/Hide Bcc Ctrl+B Cmd+B
Unread Ctrl+- Cmd+-
Conferencing Approve Ctrl+° Cmd+*
Directory Ctrl+L Cmd+L 5
Next in Thread F2 Cmd+/
Next Unread Ctrl+U Cmd+U
Permissions Ctrl+; Cmd+;
Previous in Thread  Shift+F2 Option+
Cmd+/
Connection Connect/Disconnect Ctrl+K Cmd+K
View Next Window Cmd+,
Smart Zoom/Zoom  Ctrl+= Cmd+=
Window
Help Contents Shift+F1

In addition, you can:

« scroll through a window’s contents one screen at a time by
pressing Page Up or Page Down

* move between panes by pressing Control (Windows) or
Command (Mac OS) and the up or down arrow
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* stop activities such as file transfers, searches, or the filling of

window contents by pressing Control-Break (Windows) or
Command-. (Mac OS).
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Desktop (FirstClass)

Working with windows

Working with windows

Once you are connected to an FCIS server, your Desktop opens.
It contains your Mailbox plus any conferences, folders, or other
objects that you or your administrator have placed on your
Desktop.

= Desktop [_ (O]

File Edt Message Conferencing Connection Yiew Help

o | §amm
TE Desktop 3 Files 14 Folders  veritec.com : Roy Allen W ¢
Help Calendar

Sales and Marketing

.....

Budget Project Budgets Perzonnel Staff Meetings ~ OTfine Conferences
[ [é1]mame | Size|=l|Subject |Last Modified =
&, FirstClazs url 1K FirstClass Wehsite G299 443 PM
O Job Postings EK IS Technical Writing Positio Ei3m5 930 AM
] Budget 95 14k Mewy Hardware Budget Bi3M5 927 AM
K| o]
[T4 terms. I

The Desktop shown in our example is a typical FCIS window as
seen with the FirstClass Windows client. It has an upper and
lower pane divided by a split bar. The contents of the upper pane
are displayed by icon, and those of the lower are displayed as a
multi-column list. Your Desktop may differ, because both you
and your administrator can use FirstClass to customize the way
windows look.

Note This book uses the standard upper pane/lower pane
look in its examples.
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Desktop (web)

Help button (web)

FCIS windows look slightly different when you use a web
browser, and you cannot customize these windows in the same
way you can with FirstClass. The following is an example of a
Desktop as seen when using a web browser:

C O AR S e R B 3 |
Dok Tap: Bay Um0 007 Pl 0l Pl 1

-1 .1 Lt

- :-'H.ln e Moms Himk
% Erhen Wi Fea i

e

]

I

-

To see a description of web toolbar buttons, click the Help
button:

(%]

Navigating windows

Opening windows

Going to the Desktop
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To open any object on the Desktop, double-click it (FirstClass)
or click it (web). In FirstClass, a new window opens to display
this object.

You can also select the object using FirstClass, then choose File
> Open > Open Selected.

To see your FirstClass Desktop whenever it is behind other
windows or minimized, choose File > Open > Desktop. To see
your Desktop on the web, click Desktop.



Going to the Mailbox

Going to your home
location

Going to another
window

Going to another active
connection

Additional Mac 0S
navigation

Additional web browser
navigation

Working with windows

To see your FirstClass Mailbox whenever it is behind other
windows or minimized, choose File > Open > Mailbox. To see
your Mailbox on the web, click Mailbox.

Applies to FirstClass only.

If you specified a home location, as described in “Connecting
directly to a particular window” on page 36, you can go to this
window at any time by choosing Connection > Connect to Home
Location.

Applies to FirstClass only.

To go directly to a specific window, click the window as you
normally do for your operating system (Windows), or choose the
window from the View menu (Mac OS).

Applies to FirstClass only.
To go to the most recently viewed window in another active
connection, choose the server from the Connection menu.

Applies to FirstClass only.

To cycle through all open windows, choose View > Next
Window.

You can also display windows in ways that make them easy to
see or select. To size all open windows so that they do not
overlap, choose View > Tile Windows. To stack windows on top
of each other with all title bars visible, choose View > Stack
Windows.

To go to the next level up from your current window, click Up
one level.

To go to the web home page of the server you are connected to,
click Home.
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Sizing windows

Applies to FirstClass only.

You can size FCIS windows just as you would any other
windows. In addition, you can optimize the size of a window so
that it just fits the window contents. To do this, choose View >
Smart Zoom (Windows) or Zoom Window (Mac OS).

Changing window appearance

Preferences window
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Applies to FirstClass only.

There are a number of ways you can customize the appearance
of your windows. Depending on how your administrator has set
up the conference or folder you are viewing, your changes may
be saved for future sessions, or you may see the default
appearance for this window in future sessions.

Except for changing the split bar position, the customization
features described in the rest of this chapter involve changing
your preferences. To do this:

1. Choose Edit > Preferences to open the Preferences window.

" Preferences | |]

General lConnectionl Calendaringl Contentl “ienning | Messagingl

|7 Register FirstClas=® as default Internet mail client :
| 3D ook

Forms hackground

I_ Use forms background 3D look must be on to use a

. forms background
Image:; [BUMP JFG =l
Dowenload folcer: |D: fcicwinDovnload
Browse. .. I
Default I Apply Cancel QK




Changing the split bar
position

Working with windows

2. Click the tab that contains the preference you want to
change.

3. Make the change, then click OK.

To change a preference without closing the Preferences window,
click Apply instead of OK. To make all preferences in this
window revert to the FirstClass defaults, click Default.

Note Be cautious about clicking Default. All your
preferences will revert to the FirstClass defaults, not
just the ones showing on the open tab.

A FirstClass window consists of one or two panes.

When there are two panes, one contains folders and
conferences, and the other contains messages, documents, and
uploaded files. The panes are divided by a split bar. This bar can
be horizontal or vertical. It can also be located at the top,
bottom, left, or right of the window, so that you only see one
pane.

You can move the split bar by dragging it, or in the following
ways:

To do this Choose

make the split bar vertical View > Split > Split Vertical
make the split bar horizontal View > Split > Split Horizontal

remove the split bar, so that View > Split > No Split
there is only one pane

If you create a new folder, there is no split bar by default.
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Switching between 3D
and non-3D

3D window

Non-3D window

Changing backgrounds
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A FirstClass window looks like this in 3D:

E Project Budgets Info M= 3
Mame: |Project Budgets|

Kind: Conference Criginal

Size: 1k

Subject: |

Where: Fay allend

Creatar: Ry Allen
Created: 92285 20745 PM
Modified:  9522/85 2:07:46 P

| Unread | Protected | | Autoopen
I I

and like this in non-3D:

E Project Budgets Info (- [ =]
ﬁ Maime; [Project Budgets |
- Kind: Conference Criginal
Size: 1k

Suhject:

Where: Roy sllend

Creatar: Roy Allen
Created: 922085 20745 P
Modified: 9022095 2:07:46 P

Junread  [Jrrotected [ &uto open
I I

To see windows in 3D, select 3D look on the General tab of the
Preferences window.

You can apply a background image to certain areas of FirstClass
windows, such as:

* toolbars

e column headings

* status bar

 certain dialog boxes.
To do this:

» you must display these windows in 3D
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 the images you want must be stored on your server, in the
FirstClass Images folder, or in your settings file.

Note To change the background of the data area of your
Mailbox, a conference, or a folder, you must make
the change on a pane-by-pane basis. For
instructions, see “Changing background properties”
on page 65.

To apply a background image:

1. Select Use forms background on the General tab of the
Preferences window.

2. Choose the image you want at Image.

If you leave this field blank, the default background is used.
The following example shows the areas in a window
affected by the Use forms background field:

Form background example

= Desktop M= E3
File Edt Message Conferencing Connection Yiew Help 6

miﬁﬁd@.

hfailEio: Conferences Mewes Help

) (] () (]

Address Book  Boockmarks  Home Page Folder  eles and Marketing

O @B g B @

Buicget Project Budgets Personnel  Staft Westings Offline Conferences

Calencar

BraiName & - & {5 Size|oSubisets ¥ L4 4L 4 Wb L Last Moifiell L TS
2, FirzstClazs url 1K FirstClas= Wehsite 812199 445 PM
] Job Postings EK IS Technical Wyriting Positio Gi3MA5  9:30 AM
5] Budget 95 14K Mew Hardware Budget BA385 927 AM
kI 2]
i14hm3p-‘1:-4‘—_vﬂ-“lf\_-nv_v--“l:_-nl‘—_v--“\{\_-nv_v--“l‘.

Note If you notice that FirstClass is slower after you apply
a background image, you may want to remove this
image. It takes a little more time to open a window
containing an image.
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FCIS icons

Turning on active
scrolling

Changing text
maghnification

FCIS icons
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This only applies to Mac OS.

To make the contents of windows scroll as you drag the scroll
box, select Active scrolling on the General tab of the Preferences
window.

To make text look bigger or smaller when you read messages
and documents, type the percent you want to enlarge or reduce
text at Text magnification on the Content - Display tab of the
Preferences screen. A value less than 100 shrinks text; greater
than 100 enlarges text.

This preference only affects the text size as viewed on screen.
The original text size is used when messages and documents are
printed.

These are some of the standard icons that you may see in FCIS
windows:

e, your Mailbox

conference

& | &

folder

help

This folder usually contains online help, such as
instructions on using FirstClass.

B L

Nnews

This conference usually contains general
announcements that are considered to be of interest to
anyone connecting to this server.

calendar

calendar event
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calendar task

Bl

address book

This folder contains your personal e-mail addresses.

e

bookmarks

This folder contains links to windows you have
bookmarked.

B

home page

This folder contains documents you created for use on
the web.

link object

This contains a URL link to a web page or an FCIS
server.

unread flag

This red flag indicates that a message, document, or
uploaded file is unread.

unsent flag 6
This hollow flag indicates that a message is unsent.

o 0 B @

attachment

This icon appears beside uploaded files and messages
with attachments.

deleted item

When you show deleted items, this icon appears beside
items that you have marked for deletion.

regular user

This is a user type based on FCIS license arrangements.

=t

remote user

This is a user type based on FCIS license arrangements.

personal address
This is a personal e-mail address that you have added.

remote name

This is a user who is on another server.
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gateway

This is software that connects your server with other
Servers.

If you or your administrator has customized FCIS, you may see
different icons for these objects.
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Changing the look of a window pane

Changing the look of a window pane

If you are using
FirstClass

View Properties window

You can change the look for a pane of your Desktop, Mailbox, a
conference, or a folder. Changes made to a window pane affect
only that pane. For information on setting preferences that apply
to all windows, see “Changing window appearance” on page 56.

Note Depending on how your administrator set up your
user account, and the specific window you are
changing, your changes may be permanent or only
in effect until you close the window.

This chapter makes frequent reference to the View Properties
window. To use this window:
1. Click the window pane you want to customize.

2. Choose View > Change View Properties to open the View
Properties window.

" Wiew Properties M= E3
Sorting lDiSpIayl Iconsl Elackgroundl

Dizplay format: I lcon vI

Sott an:

Default I

I_ Reverse sort
Group items on; |Subject vI Apply

[ collapse all groups Cancel I
[1]3 I

3. Click the tab that contains the property you want to change.

4. Make the change, then click OK.
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To change a property without closing the View Properties
window, click Apply instead of OK. To make all properties in this
window revert to the FirstClass defaults, click Default.

Note Be cautious about clicking Default. All your view
properties will revert to the FirstClass defaults, not
just the properties showing on the open tab.

Changing the view
Applies to FirstClass only.

You can view the items in a window pane as large icons, small
icons, or a multi-column list.

Large icon view

Meetings and Reports Personal Stuff
Qld Messages Documert Library
Small icon view
[_ Meetings and Reports [_ Perzonal Stuit
D Qld Meszages D Documert Likbrary
List view
]l ] | Size[=]Subject |Last b
Personal Stuff 1K S22
B3| Meetings and Reparts 1K 512219
| Old Messages 1K 512219
] Document Likrary 1K S22

Normally, a two-pane window with a horizontal split bar shows
items in the upper pane as large icons and items in the lower
pane as a list.

To change the view for a pane:
1. Click the pane you want to change.

2. Specify the view you want:

To see this view Choose this

large icons View > View by Icon

small icons View > View by Small Icon
multi-column list View > View by List
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You can also choose the view you want at the Display format field
on the Sorting tab of the View Properties window.

Changes you can make in all views

Changing text
properties

Changing background
properties

Applies to FirstClass only.

Whether you view a pane by icon or list, you can change the text
and background properties.

To change the text appearance for a pane, fill in the following
fields on the Display tab of the View Properties window:

Font the font family

Size the font size

Default makes the font 10 point in Windows and
9 point in Mac OS.
Use color the font color

To use anything other than black, you must select
both this field and the color you want.

If you have background images stored on your server, in the
FirstClass Images folder, or in your settings file, you can change
the background of the data area for a pane. To do this, fill in the
following fields on the Background tab of the View Properties
window:

Image the image you want to use as a background

If you leave this blank, the default background
is used.

Use background  uses the image you chose
picture

Tilebackground makes the image repeat enough times to fill
picture the pane

The following example shows a top pane with a customized
background:
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Changes you can make in icon views

Pane background

& Mailbox 7 Files 4 Folders vertec.com: Roy Allen "
Meetings and Reports Personal Stuff
Old Messages Diocumert Likrary
B[ [ Mame |__Size]subject |Last Mo
B To Amanda Ho 2K Fwed: Lunch meetings SMEA9
E £ To Personnel TH Template for staffing requests SMES9
] To Tom Yandenbery 1K Report deadline 512599

Changes you can make in icon views

Moving icons

Aligning icons to the grid

Locking icon positions

Blending icon titles with
the background

Icon title with white background
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Applies to FirstClass only.

When you view a pane by large or small icon, you can control
the position of icons, their titles, and how to open the
conferences and folders they represent.

You can move icons by dragging them. For finer control, press
Control-Shift (Windows) or Option (Mac OS) while nudging the
selected icon using the arrow keys.

In Icon or Small Icon view, you can tidy up the icons by aligning
them to an invisible grid. To do this:

1. Click the pane.

2. Choose View > Line Up Icons to Grid.

To lock icons in position so that they cannot be moved once you

have placed them where you want, select Lock icon positions on
the Icons tab of the View Properties window.

If you apply a background image to a pane, you will notice that
icon titles have a white background. As you can see from the
example, this is useful for readability when backgrounds are
dark or busy:

Meetings and Reports



Transparent icon title

Hiding icon titles

Changing the look of a window pane

If you do not want this white background, select Transparent text
on the Background tab of the View Properties window.

Meetings and Reports

If you do not want to see icon titles at all, select Hide icon titles
on the Icons tab of the View Properties window.

Changes you can make in List view

Hiding column headings

Resizing columns

Changing column order

Showing gridlines

Showing row numbers

In List view, you can change the appearance of the list, and sort
and group the information in the list. All of these changes,
except reversing sort order, apply to FirstClass only.

By default, List view shows headings at the top of each column.
If you do not want column headings, clear Show column titles on
the Display tab of the View Properties window.

To change the width of a column, position the cursor over the
edge of the column header, then drag the edge to make the
column wider or narrower.

To change the order in which columns are displayed, drag
column headings to the desired location.

To show horizontal gridlines that separate the rows in List view,
select Show horizontal gridlines on the Display tab of the View
Properties window.

To show vertical gridlines that separate the columns in List view,
select Show vertical gridlines on the same tab.

To show row numbers to the left of rows in List view, select
Show row numbers on the Display tab of the View Properties
window.

To reverse row order, click the row numbers column heading.
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Changes you can make in List view

Sorting by column

Sort by subject

Sort by name

Reversing sort order
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In List view, you can specify which column you want to sort on
by clicking the appropriate column heading.

For example, this is a Mailbox sorted by subject:

E| |i|Name Size| | Subject =|Last
E  {To Roy Summervile 291K Annual Report 2127,
B To WWhat's Mew 1K Company Picnic 56
E M (] Administrator TO4K  Document you requestecd 323
= To Roy Summervile 1K Mike Danforth 24
=] To vihat's Mew AW [ Re: Mews FirstClass Serverl 58/

and this is the same Mailbox after the Name column heading
was clicked:

| Name = size|=l|Subject |Last
] &dministratar 3K Mew Settings File 5625
To Amanda Clark 2K Owerdus Account 5149
To Amanda Clark 2 Overdue Account Br24,
To Company Policy 1K Mo smoking legislation SITi9

There are a few FirstClass sorting rules to note:

Ifyousorton this  FirstClass does this

Name sorts items by the name of the sender (for
incoming messages) or receiver (for
outgoing messages)

Flag sorts items in this order:
e unsent messages
e urgent incoming messages, by date
» normal incoming messages, by date
e urgent outgoing messages, by date

¢ normal outgoing messages, by date

Attachment lists messages that include attachments first

To reverse the sort order of the column on which you are sorting,
click the column heading.

You can also choose the column you want to sort on, and
whether to reverse the sort order, at the Sort on and Reverse sort
fields on the Sorting tab of the View Properties window. If you
choose None at Sort on, items are listed in the order they were
created.

To reverse the sort order so that the newest item is listed first:



Changing the look of a window pane
FirstClass
1. Choose Edit > Preferences.

2. Select Show items in reverse order on the Viewing tab.

3. Click OK.

Web
1. Click Preferences, then Preferences again.

2. Choose Yes at Show items in reverse order in the Viewing
section.

3. Click Save.
Grouping items In List view, you can group items just as you can sort them. To

group on a column, Control-click (Windows) or Option-click
(Mac OS) the column heading of the column you want to group.

For example, this is a Mailbox grouped by name:

Group by name 7

dl=rame Z|__Size|Subject |Last

] B Administrator o4k Document you reguested 3623

To Administrator K Mesns Macem L]

Administratar K Your account status 320

i Adminiztrator 3K Mew Settings File 5125,

To Administrator 1K Re: Your account status 825

=l To Amanda Clark 2K Crwerdue Account BIRLE

A group column is displayed to the left of the Name column in
this example. The group column shows tree view buttons
(Windows) or disclosure triangles (Mac OS) beside grouped
items. You can use the group column in the following ways:

To Do this

collapse a group so that you only click the button or triangle

see the first item in the group beside the group

expand a collapsed group

collapse or expand all groups click the group column
heading

remove grouping Control-click or Option-
click the group column
heading
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Changes you can make in List view

There are two FirstClass grouping rules to note:

Ifyou FirstClass does this

use both keeps groups together and sorts the list as a
sorting and whole by the first item in each group
grouping Items are also sorted within each group.
group the groups messages by message threads, rather
Subject than alphabetically by subject

column

A message thread consists of an initial message
and all other messages that reply to it.

You can also use fields on the Sorting tab of the View Properties
window to:

 choose the column you want to group (Group items on field)

 collapse or expand all groups (Collapse all groups field).
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About conferences

About conferences

One of the most convenient features of FCIS is conferencing. A
conference lets a number of users exchange information online.
You can send a public message to a conference just as you would
send a private message to another user. You can also open a
conference and read the messages posted there by others. This
makes a conference an ideal place for ongoing online discussions
whenever more than two people are involved. For example, you
may have a Budgets conference that is used by all people who
are involved in the budgeting process.

A conference automatically keeps all related correspondence in
the same place. If you were using private mail instead, messages
on a particular topic would be scattered throughout your
Mailbox. A conference icon is flagged when the conference
contains unread mail, which means you can monitor the
conference for unread mail at a glance. You can even make
copies of conference icons that are nested within other
conferences and place them right on your Desktop, so that you
see the conferences as soon as you connect to your server.

Using conferences can also save you maintenance time.
Although it is possible to create a mail list for sending multiple
messages to the same group of people, you have to create the
mail list yourself, and update it as people enter and leave the
group. In the case of conferences provided by your
administrator, the job of making sure the right people can see
your messages is done for you.
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Public conferences

Public conferences

Conference permissions

Public conferences are created by your administrator.
Conferences that are intended for everyone to see are located in
a special conference on your Desktop. By default, this
conference is called Conferences. If you do not see this
conference, ask your administrator for the name of the
conference.

Your administrator may also create restricted conferences that
are only intended for certain users. You will only see those
conferences to which your administrator has given you access by
subscribing you. These conferences will appear directly on your
Desktop, not within the Conferences conference. If there is
another conference that you want to see, ask your administrator
to subscribe you to it.

Your administrator determines what you can do in a public
conference by assigning you conference permissions. For
example, you may only be able to read messages in a conference
that covers personnel policies, but be able to send messages to a
conference that deals with a project that you are working on. In
this case, the personnel conference serves as a way to broadcast
information. The project conference lets everyone involved in
the project discuss it.

Personal conferences
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You may be able to create your own conferences and give people
access to them. These conferences work just like restricted
public conferences. For information on personal conferences,
see Chapter 9, “Personal conferences”.



Personal conferences

Personal conferences

Applies to FirstClass only.

Just as your administrator creates the public conferences that
you see in FCIS, you may be able to create your own personal
conferences, and grant others permission to use your
conferences.

If you have trouble getting your personal conferences to work as
you expect, contact your administrator.

Creating a personal conference

To create a personal conference:

1. Open the location (for example, a conference) where you
want the conference.

2. Choose File > New > New Conference.

3. Choose File > Properties (Windows) or Get Info (Mac OS)
with the conference selected.

4. Type the conference name at Name.

Shortcut Click the name of the New Conference icon twice to
make it editable, type the conference name, then
press Tab.

5. optional
Type a short description of the conference at Subject.

6. Close the Info window and save your changes.
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Setting conference permissions

Setting conference permissions

After you have created a personal conference, you need to
specify general conference properties, and give others
permission to use your conference. To do this:

1. Choose Conferencing > Permissions with the conference

selected.

Permissions form (conference)

B Permissions For Project Budgets M=l
File Edit Message Conferencing Connection Yiew Help

Iy
Permissions ﬁl Ahout... ‘Elal Directary ... IEI=| ListServer Message. ..

Conference is & member of these groups: I-e: All Conferences
- &pproval Size limit
I_ Messages recuire spproval Limit messages above: IND Limit ‘;] :]
I_ Attachments require approval Handling: IReject itk MOR 'I
~Expiry
E:xpire old messages when number of tems reaches: |N0 Lirmit ‘;] :]
Default message expiry: |Never ‘;] :] Default, Mawer, or number of days
- Dptions
Forim to uze: IMessage vI Reply preference: IAutomatic vl
I_ Us=e List wiews layout from server
Whio Access Permissions
§ Roy Allen Cortroller
o= Al Users -

List of subscribers

¥ Amanda Ho

¥ Michae! Hil

KT

§ Tom Yandenbery

a3

2. Fill in the following fields on the Permissions form:

Conference
is amember
of these
groups
Messages
require
approval

Attachments

require
approval
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Ignore this field; it is used by your
administrator when creating public
conferences.

Makes all messages sent to your conference
require approval by a moderator, before
others can open them.

Makes all messages with attachments, and all
files uploaded directly to your conference,
require approval.



Limit
messages
above

Handling

Expire old
messages
when
number of
items
reaches

Default
message
expiry

Form to use

Reply
preference

Personal conferences

The maximum size for messages (text plus
attachments) posted to your conference. If
you do not want to impose a size limit, type
zZero.

only applicable if you imposed a size limit on
messages

Specify how to handle messages that are
larger than the size limit you specified:

Rejectwith rejects the message and returns a

NDN nondelivery notice to the sender
Requires accepts the message, but makes it
Approval unapproved

Reject rejects the message and takes no
Quietly further action.

The maximum number of items allowed in
your conference.

After this maximum is exceeded, FCIS begins
to delete the items with the oldest expiry

dates. 9
The number of days an item can stay in your
conference before expiring. The value Default

uses the default expiry period for your server.

The default form to open when users choose
Message > New Message within your
conference.

If you do not want this Permissions form to
dictate the default message form, leave the
dash in this field.

The default method for addressing replies to
your conference:

Reply Sender replies to the sender only

Default uses the reply preference set for
the group, if this conference is a
member of a conference group

Automatic  used if there is no reply
preference set for the conference
group.

UsingFals 77



Setting conference permissions
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UselListview Makes the sorting and grouping defaults in
layout from [ ist view come from the server, rather than

server

Who

Access

the users’ view properties.

Normally, you leave this field turned off, since
you are imposing your defaults on others
when it is turned on.

The names of the users and user groups for
whom you want to specify access levels for
your conference. To add a name, type it, then
press Enter or Return.

The order in which you list users and user
groups matters. Read the information about
access levels below, before deciding the order
in which to list these names. When a user
opens your conference, FCIS checks this list
from the top. When it finds the first
occurrence of the user or group to which the
user belongs, it uses that access level for the
user. This means that if the first thing you list
is the All Users group, and make the access
level for this group Disallowed, no one will be
able to access your conference. For more
information on how to set up your conference
permissions, contact your administrator.

To insert a name, click at the end of the name
you want above the inserted name, then press
Enter or Return.

To remove a name, select it, then press Enter
or Return.

Choose the access level for each user and

group you entered at Who. Each level has the

permissions of the level before it, plus the

permissions described for it:

Disallowed denies access to your conference

Summary can look at the list of conference
items, but cannot open them

Browser can open messages

Reader can download attachments, view
item histories, and search



Setting individual
permissions

Contributor

Approver

Moderator

Creator

Controller

Custom

List of
subscribers

Personal conferences

can send messages to the
conference, delete items they
sent, and view this Permissions
form

can read and approve
unapproved items

can delete any items, move items
to subfolders, post messages that
exceed the size limit, edit
documents and stationery, create
and move subfolders, and move
subconferences

can move and resize the
conference window, change the
conference view and sort order,
and create subconferences

can edit this Permissions form,
and edit messages sent by others

lets you customize the access

level by setting individual 9
permissions, as described in

“Setting individual permissions”.

The names of the users to whom

you want to give access to your
conference. Enter these names

just as you did when adding

names at Who.

When you subscribe users to your
conference, it appears on their
Desktops.

3. Close the Permissions form.

Your changes are saved automatically.

The icons in the Permissions column of the conference’s
Permissions form represent individual permissions. The access
levels that you can choose at Access are predefined sets of these

permissions.

Using Fals 79



Setting conference permissions
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If the predefined access levels are not suitable, you can select
individual permissions to create a custom access level. As soon
as you select an individual permission, Access changes to
Custom.

To see what each permissions icon means, hover the cursor over
it. To toggle an individual permission on and off, click the icon.

Note Certain permissions only work if the administrator
has given the user authority to perform associated
tasks. If a user cannot do something in your
conference, and you gave that user permission, tell
the user to contact the administrator.

These are the individual permissions from which you can
choose:

This permission Lets users do this within your conference

Edit permissions edit this Permissions form

This includes adding users and groups at
Who, and adding users at List of subscribers.

Moderator approve items in moderated conferences

Delete any item ¢ delete any item, including items sent by
others

¢ move items to folders or subconferences

Create items e create documents and folders
e move items into the conference
e post oversize messages

 upload files directly

Edit read-only  edit items that are not normally editable,
items such as sent messages

For this permission to work, the "Edit items'
permission must also be selected. Be
cautious about selecting "Edit read-only
items", because it overrides normal FCIS
operation.

Edit items e edit any document
¢ modify stationery

» move folders and subconferences



An example of
conference permissions

This permission

Personal conferences

Lets users do this within your conference

Save window
and view
properties

» change the default position and size of the
window

» move the default split bar position

» change the default view and sort order

Approve items

open and approve unapproved messages

Messages sent by users with this permission
are automatically approved.

Delete own
items

delete and change the properties of their
own items

Open conference

open the conference

This lets users see the list of items in the
conference, but does not allow users to open
these items.

Search items

search the conference

Send items post messages

Open items open messages and documents

Create create subconferences 9
subconferences

Download files
& attachments

download attached files and files that were
uploaded directly to the conference

View view this Permissions form
permissions
View history view the history of messages

Roy Allen, Amanda Ho, Tom Vandenberg, and Michael Hill are
all working on a special budgets project. Roy wants to create a
personal conference where they can all exchange information on

this topic.

As owner of the conference, Roy wants to control all aspects of
it, but he wants Amanda to be able to organize items in the

conference into subfolders. Everyone else on the project needs to
be able to read messages in the conference and post their own

messages.
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Providing information about the conference

Conference permissions example

Roy sets his access levels like this:

Roy gives this

person This access level In order to

himself Controller do everything within the
conference

Amanda Ho Moderator create subfolders and move items
into them

Tom Contributor read and send messages

Vandenberg

Michael Hill Contributor read and send messages

Roy decides that he does not want Amanda to be able to delete
items, so he clicks the "Delete any item" permission icon to turn
off this permission. Amanda’s access level automatically changes
to Custom.

To keep people outside the project from accessing this
conference, Roy then adds All Users with a Disallowed access
level. By default, everyone belongs to a user group called All
Users. Disallowing All Users prevents others from seeing the
conference in their Directory.

Finally, Roy lists the other three members of the project at List of
subscribers to put the conference icon on their Desktops.

[iallals] Access Permizsions

§ Roy Allen Cortraller =y W 7
§ Amanda Ho Custom... - § 5 F
§ Tom Vandenbery Cortributor ] ET r—,fg r_,ﬁ v
§ Michael Hil Caontributar ] ‘||'T T et
o &)l Users Dizallovwed ] MR G
List of subscribers

§ Amanda Ho

§ Tom Yandenbery

¥ Michael Hil

Providing information about the conference
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You can provide other users with information about your
conference by creating a résumé. To do this, open the
Permissions form, then click About. For instructions on filling in
the résumé, see “Creating your résumé” on page 201.



Updating the conference’s Directory entry

Conference Directory entry

Personal conferences

To see the Directory entry for your personal conference, open
the Permissions form, then click Directory. The Directory entry
window shows you the conference name and location. In
addition, you can update certain conference information.

= Project Budgets (=[]
2. System Directory Information _ Résumé |

Class: Conference I_ Unlizted

Mame: Project Budgets

Alizs:

Where: Ray Allens

To stop this conference from being listed in the Directory, select
Unlisted. We recommend that you unlist your personal
conferences.

To assign an alias to this conference, type the name at Alias. This
is useful for giving a newsgroup name such as 9
alt.business.spreadsheets to conferences that may be posted to by

Usenet newsgroups.

Responding to mailing lists

Subscribing to mailing
lists

You can subscribe your conference to an Internet mailing list.
When you do this, messages sent to the mailing list will appear
in your conference.

Each mailing list has its own instructions for subscribing. In
some cases, you send a subscription request and the mailing list
returns a reply saying your conference is subscribed. In other
cases, you must respond to the mailing list’s reply before your
conference is subscribed.

To subscribe to a mailing list:
1. Open the Permissions form.

2. Click ListServer Message to open a new message form.
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Responding to mailing lists

Writing to mailing lists

Sending commands to
mailing lists
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3. Send the subscription request as instructed by the mailing
list.

The mailing list will send a reply to your conference.
If you need to respond to this reply:
4. Copy the text of the mailing list’s reply.
5. Click ListServer Message in the Permissions form.

6. DPaste the copied text into your response.

If necessary, copy and paste the subject line as well.

7. Send the response.

Some mailing lists let anyone write to them. In this case, you and
others using your conference can just send messages to the
mailing lists, or respond to mailing list messages in your
conference.

Other mailing lists only let registered users write to them.
Mailing lists consider your conference to be the registered user,
not you or others using your conference. This means that you
cannot send messages directly to a mailing list, or respond to
mailing list messages directly from your conference. To write to
these mailing lists, you must use the ListServer Message button.

As well as sending messages to mailing lists, you can send
commands such as help commands or requests for information
on who is subscribed. These commands must be sent using the
ListServer Message button.



Working with conferences

Working with conferences

Some uses for personal conferences
¢/ Delegate work to another user.

Subscribe the user to your conference, then move messages
that you want this user to handle to the conference.

If you simply forwarded messages to your delegate, you

would not be able to tell from the message histories whether

the messages had been read; message histories would end

with you forwarding the messages. By putting the messages in

your conference, you can check message histories to see if the
messages have been read. Message histories are described in 1 o
“Checking whether a message has been read” on page 128.

v/ Perform collaborative work.

If you give permission to edit posted messages to the people
you subscribe to your conference, several people can work on
a message in the conference (although only one person at a

time can open the message for editing).

¢/Send messages under a generic name.

Perhaps you work in a Support department, and you want a
message to appear to come from Support rather than from
you personally. You can do this by creating a personal
conference called Support, then using the ListServer Message
button on this conference’s Permissions form to create the
message.

If you want multiple users to work on the message, close it
without sending it, then drag it from your Mailbox to the
conference. Users with edit posted messages permission can
then update the message.
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Approving messages in conferences

When you subscribe
users to your conference

¢/Provide a form for multiple users to update.

Perhaps you want people to register for a course. To provide
a sign-up form for this course, you can post a message to your
conference, or create a document there. Users with edit
posted messages or edit documents permission can then
update the form to sign up.

¢/Keep messages indefinitely.

You could remove the expiry dates from messages
individually, but it is less work to create a conference with a
default message expiry date of Never, then just move
messages into this conference. The messages’ expiry dates
change automatically to the conference default.

¢/ Set up your own retention schedules.

You could create multiple conferences with different expiry
dates to establish a personal records management system.

Before you subscribe people to your conference, let them know.
This avoids surprising your subscribers with a new icon on their
Desktops.

Approving messages in conferences
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This information is only applicable if you have responsibility for
approving the messages in a conference.

A conference may be moderated. This means that messages sent
to the conference cannot be read until a moderator opens and
approves them. Unapproved messages appear in italics in the list
of conference items.

To approve a message, select it, then choose Conferencing >
Approve.
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Reading messages

Reading messages

FCIS lets you work with both public and private messages. Public
messages are sent to conferences, where they can be read by
anyone who has access to the conferences. Private messages are
addressed directly to individuals. Whether messages are public
or private, you read and reply to them, and send your own
messages, in the same way.

Your FCIS Mailbox

Your FCIS Mailbox is a central repository that contains:

 private messages that have been sent to you 1 1
* copies of all public and private messages that you have sent

* unsent messages.

These are examples of typical Mailboxes:

Mailbox (FirstClass)

25 MailBox =]
File Edit Message Conferencing Connection Yiew Help
= R= RN A
8 Maibox 6 Files 4 Folders  veritec.com : Roy Allen N
Meetings and Reports Personal Stuft
Old Messages Document Likbrary
B[ [E[Mame | size|sukject |Last Moc « |
E  { To Perzonnel TH Template for staffing requests SMESRS
iz To Tom “andenberg 1K Report deadline SM2m89
B2 To Amanda Ho 1K Fued: Lunch meetings 8M2/29
EM  Sara Vandenberg 1K Lunch mesetings anz2mg
E= To Perzonnel 1K R Staffng needs forthe upcoming prole. SM2/99 (-
4 I I 4
[Ettems. I
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Opening messages

Mailbox (web)

(e - NS =l Al Al cerera—

! Mallsen MallPoxn 1-0c0 Pha 4Failin
= =0 I

. Siddrr s Huse

B . B ek g LTI —

1 ;. B ha Stafliog e Eor U wp ey Ta Parcccssl 1

m | II-.__ & . L T T 5 e
B

One pane (FirstClass) or frame (web) in these examples show
messages. The other shows folders created for organizing mail.
Folders are described in more detail in Chapter 29, “Folders”.

Opening messages
To open a message, double-click it (FirstClass) or click it (web).

Message (FirstClass)
% Report deadline M=l E3

File Edt Message Conferencing Connection Yiew Help

g B80 O Eda| LR
-E—Message

Fram: § Roy Allen

Subject: |_Report deadline

To | § Tom Yandenkbery

Ce: | ¥ Roy Summeryile

Hi Tam,

| have to submit my report by Friday. Can you give me your input by Thursday?|
I I

Message (web)

rii|oF 5] |0l 3=l B o] F| S8 SR 8O

ER] Tho 12 Aug 1995 130643 0400 =)
Frome # Foy Alen
Subject: Eeport deadine
T # Tom Vapdenherg
Ce b By Stmserills

HiTee,

T bl b gl vy iefecedt by Py, G, 0d0 v i i agit b Thakmdays
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Reading messages

The upper portion of a message is called the envelope. It
contains addressing information and details about when the
message was sent.

Note If you see a conference message in italics, it means
that the message has not yet been approved for you
to read. You cannot open an unapproved message.

Getting additional information

Getting information
about the sender

Viewing Internet header
information

Applies to FirstClass only.

If the sender of a message is known to FCIS, you can view
information about this person. To do this, double-click the
sender’s name in the envelope. You can view information about
other recipients of this message in the same way.

To see who belongs to a mail list, select it, then choose Open
User Info Form from the shortcut menu.

To see header information that describes the route taken by a
message received over the Internet, choose Message > Show
Internet Header. The header information opens above the
message body. To hide header information, choose this menu
command again.

Working with inserted files

Hiding inserted images

An FCIS message can contain files that are inserted directly in
the message body. If FCIS supports the file type of an inserted
file, the file contents are displayed; otherwise, a placeholder is
displayed.

Using a web browser, you can only view inserted files.
When FirstClass is first installed, inserted images are shown by
default. You can hide inserted images by default, if you want to

speed up the time it takes to open messages. When you hide
images, they are indicated by placeholders.
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Working with inserted files

Showing hidden images

Opening inserted files

Saving inserted files

To hide inserted images:

1. Choose Edit > Preferences.

2. C(lear Always show images on the Content - Display tab.

3. Click OK.

To show all inserted images in a message, choose View > Show
Images with the message open.

To show a specific inserted image, click the placeholder, then
choose Show Selected from the shortcut menu.

Note The next time you open this message, the images
are hidden again.

FirstClass cannot display files with unsupported file formats. To
see the contents of an inserted file that FirstClass cannot display,
select the file, then choose Show Selected from the shortcut
menu.

The file is saved to your default download folder, then is opened
in the application associated with it. For example, a .cdr file is
opened in CorelDRAW, if you have this application.

To save an inserted file to your computer:

1. Click the inserted file.

2. Choose File > Save Selected.

3. Select the folder where you want the file to be saved.
4. Click Save.

The file is saved in the format in which it was inserted.
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Reading messages

Opening specific messages

Opening messages
sequentially

Opening only unread
messages

Applies to FirstClass only.

To open the next message in your Mailbox, choose Conferencing
> Navigation > Next Item. To open the previous message,
choose Conferencing > Navigation > Previous Item.

To open the next unread message in your Mailbox, choose
Conferencing > Navigation > Next Unread (FirstClass) or click
Next Unread (web). To open the previous unread message,
choose Conferencing > Navigation > Previous Unread
(FirstClass) or click Previous Unread (web).

Turning unread flags off and on

Removing all unread
flags

Applies to FirstClass only.

When a message is unread, a red flag is displayed beside it. You
will also see a red flag beside the icon for your Mailbox or a
conference that contains unread messages.

After you open an unread message, the red flag beside the
message disappears. If you want this message to attract your
attention in the future, you may be able to put the flag back. To
do this, choose Message > Unread.

Shortcut Control-click (Windows) or Option-click (Mac OS)
the message in the flag column.

To toggle the flag back off, do the same thing.

If you select a block of mixed read and unread messages, then
choose Message > Unread, only the unread messages are
affected; their flags are removed.

To remove all unread flags in your Mailbox or a conference,
select the appropriate icon on your Desktop, then choose
Message > Unread.
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Showing only unread messages

If you choose Message > Unread again while the icon is selected,
all messages that were sent to you are marked as unread, not just
the ones that were originally unread.

Showing only unread messages

You can tell FirstClass to show only unread messages in your
Mailbox or a conference. This can be useful for cutting down the
time it takes to see the list of messages when you connect by
modem.

When you show only unread messages:

« the number of read messages not displayed is indicated on the
summary bar (where they are referred to as hidden messages)

» you will still see all messages that you sent in your Mailbox.
To show only unread messages:

FirstClass

1. Choose Edit > Preferences.

2. Select Show only unread items on the Viewing tab.

3. Click OK.

Web

1. Click Preferences, then Preferences again.

2. Choose Yes at Show only unread items in the Viewing
section.

3. Click Save.

Dealing with junk mail

FCIS can block certain types of mail automatically on the
assumption that it is unsolicited e-mail, often called junk mail.
You can decide whether to accept or reject this mail.
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Note In addition, your administrator may have defined
other mail as junk, such as mail coming from a
particular address. You will not see this mail.

To specify how to handle the mail that FCIS considers junk:
FirstClass
1. Choose Edit > Preferences.

2. Choose the option you want at Junk mail handling on the
Messaging - Mail Rules tab.

The value Accept accepts junk mail. Delete Silently deletes
junk mail as it is received.

3. Click OK.
Web
1. Click Preferences, then Preferences again.

2. Choose the option you want at Junk mail handling in the
Messaging - Mail Rules section.

The value Accept accepts junk mail. Delete Silently deletes
junk mail as it is received.

3. Click Save.

Printing messages

Printing using FirstClass

Printing using a web
browser

To print a message, select or open it, then choose File > Print.

If you selected an unopened message, you are asked whether
you want to print the selected message or the list of items in the
window.

To set up your printer options, choose File > Print Setup
(Windows) or Page Setup (Mac OS). This opens the standard
Print Setup/Page Setup dialog box.

To print a message using a web browser, use your browser’s
standard print feature.
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Saving messages

Changing the expiry
date

Saving messages as text
files

Applies to FirstClass only.

Normally, messages expire after a certain number of days, and
are removed from your Mailbox or a conference. If you have the
authority, you can change a message’s expiry date so that it will
expire much later, or never expire.

You can also save a message as a plain text file on your
computer. This not only saves the message contents, but makes
the information usable by other applications, such as a word
processor. Because the message is saved in plain text, any
formatting is lost.

To change the expiry date of a message:
1. Select the message.
2. Choose File > Properties (Windows) or Get Info (Mac OS).

3. Choose the expiry period at Expiry period.

The value Default represents the number of days defined by
your administrator as the default expiry period.

If you choose Other, enter the number of days you want as
an expiry period at Days left. This information is ignored for
all other expiry period choices.

4. Close the Info window and save your changes.

To save a message as a text file, open it, then choose File > Save
As. You must open the message, rather than just selecting it, or
the list containing the message will be saved instead. Save the
file just as you would any other file.

96  Working with messages



Creating new messages

Creating new messages

FirstClass includes several message forms that you can use when
you send messages. The icon associated with a message reflects
the message form used to create the message.

These are the steps involved in sending a message:

« start the message by opening a copy of the message form you
want to use

When you open a message form, a copy of the message is
placed in your Mailbox.

« fill in the addressing information in the envelope 1 2
* type the body of the message

* send the message.

This chapter describes how to open a message form. The
chapters immediately following describe the other steps in
sending a message.

What happens when you create a message

When you send a message to several people, only one copy of the
message is created. It is stored on the server, and pointers to it
are stored in your Mailbox and the Mailboxes of all recipients.

You can change the properties of your own pointer, or even
delete it, without affecting the pointers in others’ Mailboxes. The
actual message stays on the server as long as there are any
pointers to it.
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Creating a standard message

The standard FirstClass message form looks like this:

Standard message form (FirstClass)

New Message M= E3

To open a copy of this form, choose Message > New Message.

The standard web message form looks like this:

Standard message form (web)
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To open a copy of this form, click New. If you do not see this
button, click New Message.

Other message forms

Opening another
message form
(FirstClass)

Opening another
message form (web)

FCIS includes a number of specialized message forms as well as
the standard message form. In addition, your administrator may
create customized message forms.

To open a copy of one of these forms using FirstClass, choose
Message > New Message Special, then the appropriate form.
You can use this method to preview the forms; simply choose
File > Delete if you do not want to use the form to send a
message.

To open a copy of one of these forms using a web browser, click

the Message dropdown field, choose the form you want, then

click New. If you do not see the Message field, go to a page that
contains it, such as your Desktop or Mailbox. 1 2

Stationery pads

Stationery pad

Applies to FirstClass only.

Your administrator may have created message forms as
stationery pads. A stationery pad acts just like a paper pad of
message forms; you "tear one off" and fill it out. Normally, a
stationery form is partially filled out, often with the address to
which the message will be sent. Depending on how your
administrator set up the stationery pad, you may not be able to
change information in the prefilled fields.

Stationery pads appear in the top pane, and look something like
this:

RSVP=zto Roy
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Personal stationery

Using a stationery pad:

To use a stationery pad:
1. Double-click the pad to open the message form.

2. Fillin the missing information in the form and send it as you
would any other message.

Personal stationery

Creating personal
stationery

Using personal
stationery

Applies to FirstClass only.

You can create personal stationery that works like the stationery
pads created by your administrator. If you send a lot of messages
with common information, such as messages addressed to the
same person or conference, or on the same subject, you will find
personal stationery a convenient shortcut when creating these
messages.

To create personal stationery:

1. Open your Mailbox.

2. Create a new message, using whichever message form you
want, and fill in any fields you want prefilled.

You can also use a sent message as the basis for your
stationery.

3. Close the message without sending it.

4. Choose File > Properties (Windows) or Get Info (Mac OS)
with the message selected.

5. Select Stationery.

6. Close the Info window and save your change.

An icon for the stationery is placed in the top pane of your
Mailbox.

To use personal stationery:

1. Double-click the stationery icon to open the message form.
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2. Fillin the missing information in the form and send it as you
would any other message.

Changing personal To change personal stationery:

stationery
1. Click the stationery icon.
2. Choose File > Properties (Windows) or Get Info (Mac OS).
3. Clear Stationery and Protected.
4. Close the Info window and save your changes.
5. Double-click the stationery icon to open the message form.
6. Change the information in this form as required.

7. Close the message without sending it.

8. Open the Info window again, select Stationery, then close
and save your change.

12
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Message envelope

Addressing messages

Addressing messages

To address a message, you fill in the fields in the message
envelope:

From

Unzert Message

Fram: § Roy &llen

Subiject: IEludget report

Tox | § Tom Yandenbery
Co ¥ Amanda Clark

§ Michas! Hill
Bee: | § Amanda Ho

This field is automatically filled in with your name. 1 3

Subject  Type a subject for your message.

To

Cc

Bcc

Enter the names of the recipients. To add another
recipient, press Enter or Return. To move to the Cc
field when using FirstClass, press Tab.

Enter the names of any recipients you want copied
on this message.

applies to FirstClass only

This field is not initially visible to a message creator,
and is never visible to the To and Cc recipients. It
allows you to copy people without your other
recipients being aware of these copies.

To show the Bcc field, choose Message > Show Bcc.
You can hide this field while editing the message by
choosing Message > Hide Bcc.

Note If you are using a web browser, FCIS does not check
whether your recipients’ names are valid when you
enter them.
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You can also enter recipient names by using the FCIS Directory,
or by clicking and dragging names as described in “Addressing
messages by clicking or dragging” on page 108.

You can address a message to a conference by opening the
conference, then creating the message. The message is
automatically addressed to the conference.

The FCIS Directory

The Directory on your FCIS server contains a list of addresses
for:

* all local users

For example, if your office has one FCIS server, all users in
your office who are registered on your server are listed.

« users outside your office who are registered on your server

 personal contacts and mail lists created by you

Users only see the personal information that they added. For
information on adding personal information, see Chapter 18,
“Saving addresses for future use”.

 conferences, gateways, and calendars known to the server.

Note Some Directory entries may not be visible to you
because your administrator can customize your
view of the Directory. In addition, any entries
defined as unlisted do not appear in the Directory.
Entries in italics will not accept chat invitations.

Opening the Directory To open the Directory using FirstClass, choose Conferencing >
(FirstClass) Directory.
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Directory (FirstClass)

Narrowing the list

Opening the Directory
(web)

Directory (web)

Addressing messages

7 Directory =
File Edit Message Conferencing Connection  iew

Help

2 Pattern: |

Show:

’V |7Local |7Remote |7C0nferences ‘

Résume | Home Pagel

[risme I |

§ Sara Yandenbery
§ Michelle Weeks

= Wwhat's Newr
R Principal Wilisms Education -

You can narrow the Directory list by:

* requesting only certain categories

* requesting only names that match a search pattern.

The Directory provides checkboxes for three categories: local
users (regular users who are on your server), remote names, and
conferences. To list only one or two of these categories, clear
Local, Remote, or Conferences as appropriate.

13

To list only names that match a search pattern, type the search
pattern at Pattern. For example, to list only those entries with a
first or last name of Alan, type something like al. To find the
entry for Alan Grady, type the entire name or something like

al gr.

Tip You can open a shortcut menu from a user’s name

To open the Directory using a web browser, click Directory.

oy

Name: I

¢ Zaral. Jones

¥ Sara Vandenberg

Enter the name you wish to look for. If wou are unsure of the name,

then just type the first few letters of the name.
Search |

Saral Jones

% 4
% B

Sara Vandenberg

Using FCIS

that lets you view user information, send a message
to the user, and so on.
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Addressing messages to recipients in the Directory

Listing names

Viewing additional
information

The Directory does not list any names until you click Search. To
list all names in the Directory, leave Name blank. To list only
names containing certain characters, type the characters at
Name, then click Search.

You can view a Directory entry’s résumé or home page. Both may
provide additional information about the entry. Résumés and
home pages are described in Chapter 28, “Providing information
about yourself”.

In FirstClass, open a résumé by selecting the entry, then clicking
Résumé. Open a home page by clicking Home Page. If the user
has not created a home page, you will see the résumé.

Note If you have the authority to edit user information,
you will see the user’s information form instead of
the résumé.

Using a web browser, you can open either a résumé or home
page by clicking the entry’s name (the first column), if the name
is a link. Where a home page exists, that is what you see;
otherwise, you see the résumé.

Addressing messages to recipients in the Directory

Using the Directory
(FirstClass)

If your recipient is listed in the Directory, you can use the
Directory to address messages both in FirstClass and through a
web browser.

To specify a recipient who is in the Directory:

* type the recipient’s full name or part of the name
—or -

» choose Conferencing > Directory.

If you type a partial name, and it is unique in the Directory, the
rest of the name is filled in for you after you press Tab, Enter, or
Return. If the partial name is not unique, the Directory opens
with a list of all names that match.
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Using the Directory
(web)

Addressing messages

From the Directory, select the name you want, then click To, Cc,
or Bcc to put the name in the appropriate field in the message.
These buttons are only displayed when you open the Directory
from a new message.

Shortcut Drag a name from the Directory to the appropriate
field in your new message.

To specify a recipient who is in the Directory:
* type the recipient’s full name
—or-
* click Directory, then list the recipient you want.

Click the address (the second column) of the recipient to open
a new message that is addressed to that recipient. You can
only use this method to add one name to the To field.

Note Your administrator may not permit you to read or
contribute to conferences when you are using a web
browser.

Addressing messages to recipients outside your system

Recipients connected by
gateways

People and conferences not listed in the Directory are
considered to be outside your system. They may be registered on
another FCIS server or a system that is connected to your server
through special communications software (a gateway), or at
e-mail addresses that you access over the Internet.

To specify a recipient who is connected to your server through a
gateway, type the address in the format
recipient’s name,gateway name

The recipient’s name is the user name or address of the recipient
as defined on the other system. The gateway name is the name
used by the other system. For information on the gateways to
which you can address messages, contact your administrator.

Note FCIS does not check whether this type of address is
valid.
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Example of a gateway
address

Internet addresses

To send a message to Amanda Ho through the Veritec Toronto

gateway, type
Amanda Ho,Veritec Toronto

To specify a recipient when the message will go over the
Internet, type the recipient’s e-mail address (for example,
andrea_farnham@avalon.com). FCIS recognizes any address
containing @ as an Internet address.

Addressing messages by clicking or dragging

Addresses in FirstClass
messages or documents

Addresses in external
files

Applies to FirstClass only.

If the recipient’s address is in another message or document, or
in an external file such as a Word document, you can click or
drag the address to put it in your message.

To use an address from an existing message or document, drag
it to the appropriate field of your new message.

For addresses in the body of a message or document that are
formatted as links, you can create a new standard message
addressed to one of these addresses by clicking the link. For
more information on links, see “URL links in messages and
documents” on page 212.

If you are using a web browser, you can click a name in the
envelope of a sent message to create a new message addressed
to this person.

To use an address from an external file such as a Word
document, select the address, then Control-drag (Windows) or
drag (Mac OS) it to the appropriate field in your new message.

Removing recipients

To remove someone from the list of recipients, select them, then
press Delete. If you are using FirstClass, press Tab to completely
clear the line.
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Addressing messages
Changing the message icon
Applies to FirstClass only.

To change the icon that is associated with this message, click the

default icon in the upper left corner, then choose an icon from
the popup menu.

13
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Adding message content

Adding message content

To type your message using FirstClass, click in the bottom
section of the message. You can:

 use standard editing functions such as copy, cut, and paste
 format and spell check your message text
* insert the contents of files

¢ insert images.

FCIS saves your message at intervals as you type it. If there is a
connection problem, such as a communications or power failure,
your message as last saved will be preserved in your Mailbox as
an unsent message.

To type your message using a web browser, click in the body
section of the message, then type your text.

Using existing content

Moving and copying

Using content from
other sources

Applies to FirstClass only.

To move content (such as text or an image) from one place in
your message to another, select it, then drag it to the desired
location. If you press Control (Windows) or Option (Mac OS) as
you drag, you will copy the content instead of moving it.

To copy content from another message, a document, or an
external file from another application, select it, then Control-
drag (Windows) or Option-drag (Mac OS) the text to your new
message.
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Formatting message text

Inserting a file

To control the format in which FirstClass pastes content from the
clipboard, choose Edit > Paste Special, then choose the format
you want and click OK.

Note If you just drag content from an unsent message, a
document which you are allowed to edit, or an
external file, you will move it instead of copying it.

You can insert text files, image files, or files that contain both
text and images. For more information on inserting images, see
“Inserting images” on page 119.

To copy the entire contents of a file and insert them into your
message:

1. Click in the message body where you want the file contents
to appear.

2. Choose Edit > Insert > Insert File.
3. Select the file you want to insert.
4. Click Open.

Note If FirstClass supports the file type, the contents are
displayed in your message. If the file type is not
supported, a placeholder is displayed. Recipients
can save inserted files and view them with the
appropriate application.

Formatting message text

Selecting text

Applies to FirstClass only.

FirstClass works in a similar manner to most word processing
software. To format a block of text, select it, then choose the
appropriate formatting command.

To select a single word, double-click it. To select a whole
paragraph, triple-click it. To select the entire body of the
message, choose Edit > Select All.
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Changing text
formatting

Format Text dialog box

Adding message content

To change the font of selected text, choose Edit > Font, then the
font you want.

To change the size of selected text, choose Edit > Size, then the
size you want. Smaller makes the size one point smaller; Larger
makes it one point larger. On the Mac OS, Other lets you specify
a font size not included in the menu. In all versions of FirstClass,
you can do the same thing using the Font Size control on the
toolbar.

To change the style of selected text, choose Edit > Style, then
the style you want. You can use these styles in combination.
Plain returns the selected text to the default format. Literal
HTML is used when you are creating content for your home
page, as described in “Creating a home page” on page 203.

To change the color of selected text, choose Edit > Color, then
the color you want. Choose Other Color to see more colors or
create custom colors.

To make a combination of formatting changes at once, choose
Edit > Format Text.

14

* Format Text
Fort:  |Arisl =l
Size: |10 % Colar: -E[
Style

[ T3 [ Undetine [ Literal HTML
I_ ftalic I_ Quoted
Default | Cancel I 0K I

As you make changes, they are previewed in your message. To
revert to the formatting specified in your preferences, click
Default. To revert to the original formatting, click Cancel.
Formatting preferences are described in “Specifying the default
format” on page 114.

When you are finished formatting text, click OK to make your
changes permanent.
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Undoing text editing changes

Undoing text editing changes
Applies to FirstClass only.

Immediately after you have made a change in the body of a
message, you can undo it by choosing Edit > Undo. The number
of changes you can undo is limited by your preferences.
Choosing a higher number makes editing more convenient, but
may limit the amount of memory available on your computer.

To change this number:
1. Choose Edit > Preferences.

2. Enter the number of changes you want to be able to undo at
Maximum undoable edits on the Content - Editing tab.

3. Click OK.

Redoing text editing To redo editing that you have just undone, choose Edit > Redo.

Specifying the default format
Applies to FirstClass only.

Whenever you create a new message or document, FirstClass
uses your preferences to set the default text formatting. To
change these defaults:

1. Choose Edit > Preferences.

2. Specify the font, size, and color that you want as your
defaults at Default text style on the Content - Editing tab.

3. Click OK.

Spell checking message text
Applies to FirstClass only.

To check the spelling of a message before sending it, choose Edit
> Check Spelling with the message open. To spell check only
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part of the message text, select that part before choosing this
command.

FirstClass checks spelling based on the preferences described in
“Specifying spell checking preferences” on page 116.
Hyphenated words are checked as separate words.

If FirstClass encounters a word it does not know, it opens the
Spell Checker dialog box. This dialog box contains choices for
handling the word.

Spell Checker dialog box

" Spell Checker
hetin |Options|
Replace: plannings Skip I
Witk |p|ann|ng —— |
Suggestions: planning ﬂ -
plantings Skip Al
pannl.ng Replace Al |
planking
Addorg | - planting = Sendhow |
Checked: 1 Unknaven: 1 Cancel
. - 14

Click one of the following:

Skip leaves this occurrence of the word as is
Skip All leaves all occurrences of the word as they are
Replace replaces this occurrence of the word with the word

in the With field

You can accept the word shown in this field, type a
new word, or click a suggested word to put it in the
field.

Replace All replaces all occurrences of the word with the word
in the With field

AddWord  adds the unknown word to the spell checker
dictionary

SendNow  only displayed if your preferences tell FirstClass to
spell check messages automatically when you send
them
stops spell checking and sends the message
immediately
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Spell checking message text

Note The Options tab of the Spell Checker dialog box
contains your spell checking preferences. You can
change these preferences on this tab. When you
click Save, your preferences are updated for the rest
of this spell checking session and for all future spell
checks.

Specifyingspellchecking To change your spell checking preferences:
preferences
1. Choose Edit > Preferences.

2. Select the preferences you want on the Content - Editing

tab:
Ignore quoted text does not spell check text that is in
quoted style
Ignore URLs does not spell check text that is part of

an Internet address or URL

This text commonly contains @ or ://.

Split contracted checks each part of a contracted word
words separately

This is useful for checking languages
such as French (words like "Parbre").

Enable suggestions lists suggested alternatives for unknown
words

Spell checking runs faster without this

turned on.
Ignore words with  does not spell check words that contain
numbers numbers (such as 3D)
Ignore words in does not spell check words that are all
UPPERCASE capitals (such as CD)
Split compound checks each part of a compound word
words separately

This is useful for checking languages,
such as German, that contain many
compound words.

Automaticallycheck starts spell checking automatically when
onsend you send messages

3. Click OK.
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Searching for text

Note This information applies to FirstClass. If you are
using a web browser, use your browser’s standard
find feature.

You can search for specific text in your messages. To do this:

1.

2.

Find dialog box

3.

4.

5.

Open the message you want to search.

Choose Edit > Find.

" MNew Message
Finck: idocumerts
Cptions :
[ Match whole words only Find Mext I
[ Match case Finel Previous |

|7 lgnore quoted text Cancel |

|7 lgnote text in Internet addresses

Replace. .. |

Type the text you want to find at Find.

Select the appropriate options:

Match whole  retrieves only complete words

words onl . .
y The search text sun will not retrieve
sunshine.
Match case retrieves only text that matches the

capitalization of your search text

Ignore quoted does not retrieve text that is in quoted style
text

Ignore textin  does not retrieve text that is part of an

Internet Internet address or URL
addresses . .
This text commonly contains @ or ://.

Click Find Next to search forward, or Find Previous to search
backward.

FirstClass scrolls to the first occurrence it finds of your text
and highlights it.
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Replacing text

6. Continue clicking Find Next or Find Previous until None
found is displayed in the find dialog box.

7. Click Cancel to close the find dialog box.

Replacing text
Applies to FirstClass only.

You can replace all occurrences of specific text in your messages
with new text. To do this:

1. Open the message you want to update.
2. Choose Edit > Replace.

Note If you have the find dialog box open, you can just

click Replace.
Replace dialog box
" New Message
Finc: |documents
Replace with: ﬁﬁ_es
Optiaris Find Mext
|_ Match whole words only
Find Previous I
I_ Match case
|~ lanare quated text &I
|7 lgnore text in Internet addresses Replace I
Replace Al I
I I

3. Type the text you want to replace at Find.
4. Type the text you want in its place at Replace with.

5. Select the appropriate options:
Match whole  replaces only complete words
words only The new text sun will not replace sunshine.

Match case replaces only text that matches the
capitalization of your old text

Ignore quoted does not replace text that is in quoted style
text
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Ignore textin  does not replace text that is part of an

Internet Internet address or URL
addresses

This text commonly contains @ or ://.

6. Click Replace All to replace all occurrences of the old text
automatically.

Click Find Next or Find Previous to find the first occurrence
of the old text, then click Replace to replace this text, or Find
Next/Find Previous again to skip this text.

None found is displayed in the dialog box when there are no
more occurrences of the old text.

7. Click Cancel when you are finished with this dialog box.

Inserting images

Applies to FirstClass only.

14

You may be able to insert image files into message bodies. If
someone reading your message has a client that does not
support your image format, a placeholder will be displayed
instead, and the image file will appear as an attachment.

To insert an image into your message:

1. Click in the message body where you want the image to
appear.

2. Choose Edit > Insert > Insert File.
3. Select the file you want to insert, then click Open.

Shortcut Drag an image file to the message body. If the image
has been copied to the clipboard, you can also paste
it into your message by choosing Edit > Paste or
Paste Special.
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Howimages areinserted The file format of an inserted image depends on how you
inserted the image:

If you did this The image file format is

chose Insert File the same format as the original

dragged theimageto the same format as the original
the message body

chose Paste the best format as determined by
FirstClass (often .png)

chose Paste Special  the format chosen by you when you
pasted the image

Changing image To change properties such as the size of an inserted image:
properties
1. Select the image by clicking it.

2. Choose Edit > Format Image.

Format Image dialog box
* Format Image

~Image file

Matme: apple gif Save... I
Type: Compressed GIF Image “iese I

Size: 1kB Replace... I
- Image layout

Border: IS #] pixels

Alignment: ILeﬂ :I'

|~ Maintain aspect ratia

Wyicth: |2?T ‘;]
Apply | Cancel | 0k I

3. Fill in the following fields as required:

Border the number of pixels of blank space
surrounding the image

Alignment choose one of the following:
Right  aligns the image to the right
Text wraps to the left of the image.
Left aligns the image to the left
Text wraps to the right of the image.
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Inline  aligns the top of the image with the
Top top of the text line; the image flows
with the text

Inline  aligns the bottom of the image with
Bottom  the text baseline; the image flows with
the text

Inline  centers the image vertically on the
Center  text line; the image flows with the text

Original makes the image the same size as the original
size

Height the height of the image in pixels
Width the width of the image in pixels

Maintain  makes the image the same relative dimensions
aspectratio 35 the original

If you select this, then change either the height
or width, the other dimension will change
automatically.

You can also click the following:

Save saves the image file to your computer

View displays the image file in its own window

Replace lets you replace the image file with another file

Apply lets you preview your changes without closing
this dialog box

4. Click OK.

Inserting horizontal rules

Applies to FirstClass only.

You can insert a horizontal rule to visually break up message
content. To do this, choose Edit > Insert > Insert Horizontal
Rule. A horizontal line is drawn below the current cursor
position, and the cursor and any subsequent content drop below
this line.

Horizontal rules are useful for moving below inserted images.
When you insert an image, the cursor is placed right after the
image (for example, to the right of a left-aligned image). You
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can type text at this location, or start your text below the image,
at the left margin. A horizontal rule is a convenient way to move
below the image without entering multiple paragraph breaks.

Horizontal rule

Here iz that image we talked about:

r

The apple image comes
in zeveral file formats.

If this is what you want, let me know, and Il give you & copy.

Formatting horizontal To change the appearance of a horizontal rule:
rules

1. Select the horizontal rule.

2. Choose Edit > Format Horizontal Rule.

Format Horizontal Rule dialog box
*  Format Horizontal Rule

" |1 ‘;] pixels

Wicth: IQD A;]"-)&’:of\.v\u'indow
Colar: -j

Default | Apply | Cancel | ] I

3. Fill in the following fields as required:
Height the rule thickness
Visible clear this field if you do not want the rule to show

Width the percentage of the window width filled by the
rule

This determines the gaps at the left and right sides.
Color  the color of the rule

4. Click OK.
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Adding a signature

Creating a signature

Adding a signature
manually

When you create a new message, you can add a signature to the
bottom of the message body. Signatures are used to repeat your
name, indicate your title or e-mail address, or even cite a
favorite quote.

To create your signature text:

FirstClass

1. Choose Edit > Preferences.

2. Type your signature text at Signature text on the Messaging
- Signature tab.

3. to add your signature automatically to all new messages
Select Automatically add signature to new messages.

4. Click OK.
Web 1 4
1. Click Preferences, then Preferences again.

2. Choose Yes at Automatically add signature to new messages in
the Signature section.

3. Type your signature text at Signature text.

4. Click Save.

Applies to FirstClass only.

If you do not tell FirstClass to automatically add your signature
text to the bottom of all new messages, you can add this text to
an individual message by choosing Edit > Insert > Insert
Signature.
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Online etiquette

Remember that the readers of your messages cannot see your
facial expressions or body language. In the case of public
messages sent to conferences, you do not always know who your
readers will be.

To avoid offending your readers, keep these rules of online
etiquette in mind when composing a message:

¢/ Make your subject clear. It is the only information about a
message’s contents that others can see without opening the
message.

¢/ Do not send a message with a priority of urgent unless the
situation really calls for this.

¢/ Use mixed case for ease of reading, and avoid using all
uppercase. All uppercase is not only hard to read, but is often
considered shouting.

¢/ Avoid huge signatures.
¢/ Make the message short and to the point.

¢/ Quote or rephrase when replying, to make the context clear,
but avoid unnecessarily long quotes.

¢/ Acknowledge quotes, and respect copyrights and license
agreements.

¢/Respect e-mail confidentiality.

¢/ Avoid jargon. Keep international readers, who may only have
a basic understanding of your language, in mind.

¢/ Write prudently and politely, as if all messages were public:
* ask yourself if you would say this to the person’s face

 avoid sarcasm and irony; irony can be misinterpreted
without visual cues

e calm down before responding to a message that has
offended you

» read your message twice before sending it.
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(FirstClass)

Sending messages

Sending messages

After you have addressed your message and typed the message
text, you are ready to send it. If you are using FirstClass, you can
request special message handling, as described in this chapter,
before you send the message.

In FirstClass, to send your message and leave the message open,
choose Message > Send. To send the message and close it,
choose Message > Send and Close.

If you are using a web browser, send your message by clicking
Send.

After you send a message, FCIS adds a postmark icon to the 1 5
message envelope.

To close a message and leave it unsent, just close the message
window. The message stays in your Mailbox with an unsent flag
beside it. You can open this message later to update and then
send it, or just select it in your Mailbox and send it. If you do not
want the message in your Mailbox, delete it while it is still open.

Unsending messages

In certain circumstances, you can unsend a message. This makes
the message disappear from the Mailbox or conference to which
you sent it.

Note Be aware that the message may have already been
read. For instructions on checking whether the
message has been read, see “Checking whether a
message has been read” on page 128.

You cannot unsend a message that was:
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 sent through the Internet or a gateway

» moved into a folder or deleted by the recipient.

To unsend a message that you sent to a conference, use the copy
of the message that is in your Mailbox. You cannot unsend a
message directly from the conference.

To unsend a message in FirstClass, select it, then choose
Message > Unsend.

To unsend a message using a web browser, open the message,
then click Unsend.

An unsent flag is displayed beside the message in your Mailbox.

Special message handling

Changing message
priority

FirstClass lets you:

 change the priority with which a message is sent
» request notification of message receipt

e prevent generation of nondelivery notices

* set message sensitivity.

A web browser lets you:
» change the priority of a message to Urgent

* request notification when a message is read.

By default, all messages are assigned a Normal priority. You can
change this priority to Urgent (FirstClass or web) or Bulk
(FirstClass only).

Urgent priority causes the message to appear in bold in the
recipient’s Mailbox or the conference. Where applicable, it also
invokes special gateway handling. To change the priority to
Urgent, choose Message > Priority > Priority Urgent
(FirstClass) or select Urgent message (web).

Bulk priority is used by some gateways for low priority mail.
Check with your administrator to see if this option is useful to
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Requesting notification
of message receipt

Preventing generation
of nondelivery notices

Setting message
sensitivity

Sending messages

you. To change the priority to Bulk, choose Message > Priority
> Priority Bulk.

When you send someone a private message, you can tell FCIS to
notify you of the message status. Notifications are placed in your
Mailbox. The message is marked as Registered.

To be notified when the recipient reads your message, choose
Message > Receipt > Receipt on Read (FirstClass) or select
Receipt on read (web).

To be notified when your message is delivered to the recipient’s
Mailbox, choose Message > Receipt > Receipt on Delivery. This
option is useful when the recipient is on another FCIS server; it
will not work on most other mail systems.

To be notified each time your message is delivered to another
server on its route, choose Message > Receipt > Receipt on
Route. This option is useful for detecting problems in
multiserver FCIS mail systems; it will not work on most other
mail systems.

By default, your FCIS post office generates a nondelivery notice
(NDN) when your message cannot be delivered. This notice is
placed in your Mailbox.

If you do not want to receive a nondelivery notice for a particular
message, choose Message > Receipt > Suppress NDN.

Currently, message sensitivity has no effect on how FCIS handles
messages. It is provided as information for the recipient, and
could be used by third-party gateways

By default, messages are assigned Normal sensitivity. To change
sensitivity, choose Message > Sensitivity > Sensitivity Personal,
Sensitivity Private, or Sensitivity Company.
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Checking whether a message has been read

History (FirstClass)

History (web)

FCIS tracks the history of each message. This history includes
when it was created, who has read it and when, and whether it
was worked with in any other way (for example, forwarded).

To see the history of a message in FirstClass, select or open the
message, then choose Message > History.

= History: Your account status M=
File Edit Message Conferencing Connection Yiew Help
[what [wihen [wino |
,\f Crested 2020005 11:45 AM Administrator
=5 Sent SA200958  11:45 AM Sdministrstor
@ Read 2485 S12PM Roy Allen
«m= Reply Bi2505 S59PM  Roy Allen

In the history window, you can double-click a user’s name to see
the résumé for that user. Résumés are described in “Creating
your résumé” on page 201. If you double-click a gateway
("Routed to"), you will see information about that gateway.

To see the history of a message using a web browser, open the
message, then click History.

History

What When Who

F Created Fri, 23 Tul 1999 13:43:04 -0400 Administrator
= Sent Fr, 23 Tul 1999 13:43:04 -0400 Administrator
“* Read Fri, 23 Tul 1599 1343:31 -0400 Eoy Allen
*= Reply Fri, 23 Jul 1999 1343:33 -0400 Foy Allen

The names of Bcc recipients do not appear in the history, except
to themselves and to the message sender.

Making FirstClass your Internet mail client

By default, FirstClass is not used to send and receive Internet
mail; it is kept separate from your Internet connection. If you
make FirstClass your Internet mail client, FirstClass:

» sends and receives Internet mail
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If you change your mind

Sending messages

 can use mailto: links (links in FirstClass messages or
documents, or on web pages, that open preaddressed
messages).

To use FirstClass to send and receive Internet mail:

1. Choose Edit > Preferences.

2. Select Register FirstClass® as default Internet mail client on the
General tab.

3. Click OK.

If you made FirstClass your Internet mail client, but now want to
use your browser instead, start up your browser, then make it
your mail default.

15
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Forwarding messages

You may be able to forward a message you have received to
another user or a conference. To do this:

1. Select (FirstClass only) or open the message.

2. Choose Message > Forward (FirstClass) or click Forward
(web).

This creates a copy of the message, including any

attachments. The Subject field contains Fwd: and the subject

of the original message. Your name, and the name of the

original sender, are in the From field. 1 6

3. Address the message.

4. optional
Make any changes you want to the message body.

5. Send the message.

Forwarding messages automatically

You may be able to forward your messages to another user or a
conference automatically. This is useful when you go on
vacation and you want your mail answered by someone else.

To forward your messages automatically:

1. Choose Edit > Preferences (FirstClass) or click Preferences,
then Preferences again (web).

2. Choose the types of mail you want forwarded on the
Messaging - Mail Rules tab (FirstClass) or section (web).
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For each type of mail, choose Yes to forward all mail or
Urgent Only to forward just urgent mail.

Automatically forward preferences

Automatically forward
Laocal mail: = x| Woicefax mail: (1] hd
Internet mail: IW[
Forvward to: | § Roy Summerville

Note If you receive messages from an automated
listserver, be cautious about forwarding Internet
mail. Every message you receive from the listserver
will be forwarded.

3. Enter the names of the people to whom you want your
messages forwarded, in the same way you would address
mail, at Forward to.

4. Click OK (FirstClass) or Save (web).

Forwarding messages to your paging system

FCIS may be able to notify you of new messages through your
pager, if you have an e-mail-based paging system. To forward
new messages to your paging system:

1. Choose Edit > Preferences (FirstClass) or click Preferences,
then Preferences again (web).

2. Fill in the following fields on the Messaging - Paging tab
(FirstClass) or section (web):

Paging preferences (FirstClass)

Pager e-mail address:

Max paget characters: 50 * The size of your pager display

~Information ta include when paging

[ Subject || size

[ Conames |~ Body

~ltems to forward to pager

Lacal mail: (] > Calendar tems: (0] b

Internet mail: Mo hd “oiceSfax mail o b
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Pagere-mail  the e-mail address of your paging system
address

Max pager the size of your pager display

characters FCIS will try to format the message to fit this

size.

Informationto the message information you want

indudewhen  forwarded to your paging system
agin
Paging On the web, choose Yes to select a particular

type of information.

Items to the types of mail you want forwarded to your
forward to paglng System
pager

For each type of mail, choose Yes to forward
all mail or Urgent Only to forward just
urgent mail.

3. Click OK (FirstClass) or Save (web).

16
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Forwarding messages to your paging system
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Replying to messages

You can send a message reply to:
* the sender plus all other recipients of the message
* just the sender

* just the conference that contains the message.

No matter how you decide to direct your reply, you can update
the recipients of your reply just as you would for any other
message.

A message reply is given a subject of Re: plus the subject of the
original message. 1 7

Specifying your reply preference

FCIS lets you specify who you want to receive replies by default.
To set this default:

1. Choose Edit > Preferences (FirstClass) or click Preferences,
then Preferences again (web).

2. Choose one of the following at Reply preference on the
Messaging - Mail Rules tab (FirstClass) or section (web):
Automatic for a private message

addresses the reply to the sender and all
other recipients

for a message in a conference
addresses the reply to the conference only
Reply All addresses the reply to the sender and all

recipients, for both private messages and
messages in conferences

UsingFCls 135



Replying to your default recipients

ReplySender addresses the reply to the sender only, for
both private messages and messages in
conferences

3. Click OK (FirstClass) or Save (web).

Replying to your default recipients

To reply to the recipients you specified in your preferences:
1. Select (FirstClass only) or open the message.
2. Choose Message > Reply (FirstClass) or click Reply (web).

3. Type and send your reply as you would any message.

Specifying reply recipients

Replying to everyone

Replying to the sender
only

Replying to the original
sender only

If you do not want to send a reply to your default recipients, you
can direct your reply to:

* the sender and all other recipients
« the sender only
« the original sender, in the case of a forwarded message

« the conference only.

Note If you are using a web browser, you can only do this
by manually updating the message envelope.

To reply to the sender and all other recipients, choose Message
> Reply Special > Reply All. The sender’s name is placed in the
To field of the reply. The names of all other recipients are placed
in the Cc field.

To reply to just the sender, choose Message > Reply Special >
Reply Sender.

To reply to just the original sender of a forwarded message,
choose Message > Reply Special > Reply Original Author.
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conference only

Replying to messages

To reply to just the conference that contains a message, choose
Message > Reply Special > Reply Conference.

Quoting the original message

Quotein areply (web)

Quotein a reply (FirstClass)

Quoting partof a
message

When you reply to a message using a web browser, the original
message is quoted by default. The name of the original
message’s sender is included in the reply.

Sandra Jones writes:
>Next week's meeting is scheduled.

QOK, thanks for letting me know.

When you reply to a message using FirstClass, the original
message is not quoted by default, but you can quote part or all
of this message. The name of the original message’s sender is
included in a reply that includes a quote.

Quoted text is normally formatted in a special way, to
differentiate it from your reply text. By default, FirstClass
formats quoted text as black text on a gray background. You can
change this formatting default as described in “Specifying your
quoted text preference” on page 138.

Sandra Jones writes:
Mext week's meeting iz 2cheduled.

Ok, thanks for letting me knowe.

To partially quote a message:

1. Open the message to which you want to reply.
2. Select the text you want to quote.

3. Choose Message > Reply.

4. Prepare and send the reply as usual.

You can type your reply above, below, or interspersed
within the quoted text.
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Quoting the original message

Quoting the whole To quote all of a message:
message
1. Open the message to which you want to reply.

2. Choose Message > Reply Special > Reply with Quote.

3. Prepare and send the reply as usual.

You can type your reply above, below, or interspersed
within the quoted text.

Note If you want to direct your reply using menu
commands such as Reply Sender, rather than
sending it to your default recipients or updating the
reply envelope, you must select the text you want to
quote. You cannot choose both Reply with Quote
and a directed reply menu command.

Specifying your quoted  Applies to FirstClass only.

text preference
FirstClass lets you specify how quoted text will be formatted in
your replies. To set this preference:
1. Choose Edit > Preferences.
2. Specify the font attributes you want at Quoted text on the
Content - Display tab.
Selecting the checkbox at Set font, Set size, or Set color tells
FirstClass to use the value you select in the corresponding
field.
Quoted text preferences
Quoted text
[setfont | -
[Tsetsize: 1o 2] | Bold
[ setcoor =] [ waic
|7 Gray background |_ Underline
3. Click OK.
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Replying automatically

You may be able to make FCIS reply automatically to every
message you receive. This is useful, for example, if you want to
inform people that you are out of the office.

To turn on automatic reply:

1. Choose Edit > Preferences (FirstClass) or click Preferences,
then Preferences again (web).

2. Choose the types of mail for which you want to generate
automatic replies on the Messaging - Mail Rules tab
(FirstClass) or section (web).

For each type of mail, choose Yes to reply to all mail or
Urgent Only to reply to just urgent mail.

Note If you receive messages from an automated
listserver, be cautious about replying automatically
to Internet mail. Your automatic reply will be
returned for every message you receive from the 1 7
listserver.

Automatic reply preferences
Automatically reply to

Lacal tmail: Yes ¥ Intermet mail (] b

Reply text: | will e out of the office until August 9. 1f you can't wait urtil then,
contact Roy Summerville.

3. Type your automatic reply at Reply text.

4. Click OK (FirstClass) or Save (web).

Viewing related messages

Messages may be related according to any criteria; they may
have the same author, the same subject, or were sent on the
same day.

In addition, messages that are sent in response to other
messages are related. As users reply to a message you sent, or to
a message in a conference, they create a thread of related
messages. Each reply in the thread is numbered; by default, the
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Following message
threads

Selecting related
messages

Working with selected
messages

subject of the first reply starts with "Re:", the subject of the reply
to this reply starts with "Re(2):", and so on. When you group
messages by subject in List view, all older messages in a thread
are grouped under the most recent message.

If you open or select a message that is part of a thread in
FirstClass, you can open the next message in the thread by
choosing Conferencing > Navigation > Next in Thread.

To open the previous message in this thread, choose
Conferencing > Navigation > Previous in Thread.

When there are no more messages in the thread, FirstClass alerts
you.

If you are using a web browser, you can open a message that is
part of a thread, then click Next in Thread or Previous in Thread.
You are told when there are no more messages in the thread.

Applies to FirstClass only.

You can select messages based on a common attribute, such as
the same author or same date. To do this, Control-Shift-click
(Windows) or Command-Shift-click (Mac OS) a message with
the attribute you want to select. Click in the column that
represents this attribute. For example, to select all messages
with a common subject, click one occurrence of this subject.

To open multiple selected messages, choose File > Open >
Open Selected.

To print multiple selected messages, choose File > Print.

To view the combined contents of multiple selected messages in
a single window, choose Conferencing > Summarize Selected
Messages. The messages are displayed one after the other in a
temporary document that is no longer accessible once you close
1t.
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Summarized messages
* Summary of MailBox M=l

File Edit Message Conferencing Connection “iew Help

|2pRa

=
Wednesday, June 17, 1995 3:53:34 PM
Meszage
From: Roy &llen
Subject: Orverdue Accourt _I
To: Amanda Clark
Imvaice 512667 in the amount of $1,294.35 is currently outstanding.
This sccount iz now one week overdue. Kindly remit payment &z
=zo0n &= possible to avoid late payment charges.
If wou have already submitted your payment, please disregard this
notice.
Amanda Clark
‘Wednesday, June 17,1995 3:53:19 PM
Message
From: Roy &llen
Subject: Owerdue Account
Tao: Sara Wandenbery LI

|Summarize Complete. |

To search this document for specific text, choose Edit > Find. To
print this document, choose File > Print. To save this document 1 7
as a plain text file, choose File > Save As, then save it as you

normally would.
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Saving addresses for future use

FCIS lets you create an address book for storing:

 personal e-mail addresses

You can store addresses and other personal information for
anyone you contact using FCIS. Your personal addresses can
be people who are not currently registered with your FCIS
server, or people who are registered, but whom you want to
access in a different way, for example by nickname.

« mail lists that let you send a message to a predefined group of
recipients.

Tip We recommend that you consider creating a 1 8
personal conference rather than a mail list, if all the
recipients would have access to your conference.

For information on the benefits of conferences, and
how to create a personal conference, see the “Using
conferences” section of this book.

To open your address book, choose File > Open > Address Book
(FirstClass) or click it (web). In FirstClass, an address book is
placed on your Desktop, if it is not already there. It may also be
placed on your Desktop when you add your first personal
address or mail list.

Do not move your address book off your Desktop, or it will no
longer work. If you inadvertently move your address book off
your Desktop, you can move it back, and it will work again.
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Adding names to your address book

When you add an e-mail address to your address book, that
address is added to your view of the Directory on your FCIS
server (other users will not see your personal addresses when
they view the Directory).

Adding entries To add an entry to your address book using FirstClass:
(FirstClass)

1. Choose File > New > New Personal Address.

Shortcut If the address you want to add is in an FCIS message
or document, highlight it, then choose
Conferencing > Add to Address Book. If you do this,
the information in the next two steps is prefilled.

New Personal Address (FirstClass)
B New Personal Address Hi=]

Hame: |Maﬂhew Ingersoll

E-mail |C0mac1 Info | Phene Mumbers | Notes |

E-mail address:
% | | E matti@moisatt.com

J1

2. Type the person’s name as you want it to appear in the
Directory at Name.

3. Supply the person’s e-mail address at E-mail address.

If the name is not yet in the Directory, type the address and
press Tab.

If the name is in the Directory, you can type a partial name,
just as you would when addressing a message, or click DIR,
to open the Directory. Select the person in the Directory list,
then click Select.
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4. optional
Add personal information as desired on the Contact Info,
Phone Numbers, and Notes tabs.

5. Close the New Personal Address form and save your
changes.

Adding entries (web) To add an entry to your address book using a web browser:
1. Click New Personal Address.

Shortcut If the address you want to add is the sender of an
FCIS message, open that message, then click New
Personal Address. If you do this, the information in
the next two steps is prefilled.

New Personal Address (web)

Address Book

Name: IHatthew Ingersoll

E-mail 1 8

E-mail address: mattlmyisoft, c:orrl

N I

2. Type the person’s name as you want it to appear in the
Directory at Name.

3. Type the person’s e-mail address at E-mail address.

4. optional
Add personal information as desired in the rest of the
Address Book form.

5. Click Save.

Creating mail lists
Applies to FirstClass only.

If you routinely send mail to the same group of users, you can
create a mail list that contains these users. When you send a
message, you just address it to the mail list, and all users in the
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list receive the message. Your personal mail lists, just like your
personal addresses, will be shown in your view of the FCIS
Directory.

To add a mail list:

1. Choose File > New > New Personal Mail List.

New Personal Mail List

[l New Personal Mail List M= 3
#f Personal Mail List
Mame: IEludget Project

Members: ¥i¥ Sara Vandenberg
§ Roy Summetvile
§ Amanda Ho

2. Type the name of the mail list as you want it to appear in the
Directory at Name.

3. Add user names at Members in any of the ways you would
use to address a message.

To open the Directory, click DIR. Select the names you want
from the Directory list, then click Select.

4. Close the New Personal Mail List form and save your
changes.

Updating address book entries
When you add a new personal address or mail list, the entry is

displayed in your personal address book window.

Updating entries To update an address book entry using FirstClass, double-click
(FirstClass) it. Change the information in the form as required, then close
and save your changes.
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Updating entries (web)
Address Book (web)

Saving addresses for future use

I3 Address Book ==l
File Edit Message Conferencing Connection  Yiew Help
LRI

) Folder 5 Files O Folders  veritec.com : Roy Allen o
5[ [Name =|__Size|=|E-mail address |Last Modified |
] Bohby Helms 1K helmsigonelog.com Internet Bi23/97  10:26 AM
0 Budget Project 1K Sara Yandenhery 9M0EE 547 PM
] atthies Ingersoll 1K mattEmgizoft.com 9M085 547 PM
] Sandra Jones 1K zanjo@metalog.com Internet Bi23/97  10:25 AM
0 Terry Brown 1K throwyniz 000.net Internet G237 1027 AM
|5 tems. |

To delete an address book entry, select it, press Delete, then click
Delete at the confirmation.

To update an address book entry using a web browser:

Faldser: Addreds Beok 172 TFia 0Fdde || &
! 2 Laat

BF [ Sy Wlndified
] v o5 ]

i temnFizee z

1] 3

1. Click the entry.
2. Click Edit Form.
3. Change the information as required.

4. Click Save.
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Files attached to messages

Files attached to messages

There are several ways to transfer files, such as word processing
or graphics files, to other users or conferences. This chapter
discusses transferring files by attaching them to messages.

Note No matter how files are transferred, they are first
copied to the server (uploaded). When users save
(download) uploaded files to their computers, the
files are copied from the server.

File transfers take place in the background; while
they are going on, you can perform other FirstClass
tasks, including initiating additional file transfers. 1 9

If you or your message recipients use modems, consider
compressing a large file before attaching it. Compressed files
often transfer faster and take up less space.

You may also be able to record a spoken message or other sound
and attach it to your message as a file. For instructions on doing
this, see “Attaching recordings to messages” on page 153.

Attaching files to messages
You can attach files both in FirstClass and using a web browser.

Attaching files To attach a file to a message using FirstClass:
(FirstClass)

1. Create a new message as usual.

Several of the standard message forms accommodate
attached files. The File Transfer form is specifically designed
for this purpose.

2. Choose File > Attach File.
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If you are using the File Transfer form, click Attach File.

Shortcut You can drag a file to the message envelope to
attach it. Using this method, you can select and drag
multiple files simultaneously. If you drag files, skip
the remaining steps; file transfer begins
immediately.

3. Choose the file you want to attach.

4. Click Open.

To remove an attachment, select it, then press Delete.

When file transfer begins ~ While FirstClass is transferring a file, a progress bar is displayed.
Do not send or close the message until the progress bar
disappears.

After a file is transferred, it is displayed in the Attachments field

of your message. If this field is not visible, drag the split bar
down.

Message with attachment
I Mew settings file M=

File Edit Message Conferencing Connection Yiew Admin Help

[“B£3 BO 25 2o do M
"=

Unzent Message

From: ¥ Administrataor

Subject: |New settings file

Ta: | # oy Allen

Ce: |

Aftachments: |D Weriter. fo 1K

Attached is the latest version of our seftings file. | has zome spiffy new icons and
background pictures .

Acmin
| |

After you have attached all the files you want, send the message
as usual. Before you send the message, you can delete an
attachment just as you would a recipient.
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Attaching files (web) To attach a file to a message using a web browser:
1. Create a new message as usual.
2. Click Browse.

3. Choose the file you want to attach.

4. Click Open.

To attach multiple files, you must use a message form that
supports multiple attachments. The standard message form that
ships with FCIS only allows you to attach one file.

To remove an attachment, select it, then press Delete.

Previewing attached files

Applies to FirstClass only.

FirstClass lets you preview an attached file before you download
it. To do this, select the attachment, then choose File > View 1 9
File.

Shortcut Double-click the attachment.

If the file downloads rather than previewing, your FirstClass
client does not include a viewer that can display this type of file.

Attaching recordings to messages

Applies to FirstClass only.

If your computer is connected to a microphone, you may be able
to use FirstClass to record a spoken message or any other sound
and attach this recording to a message as a .wav file. You can
only attach a single recording.

To attach a recording:
1. Create the message in the usual way.

2. Choose Edit > Insert > Insert Voice.

A recorder panel is added to your message.
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Recorder panel

(i

00:00 00:00:00 00:00

(=)=}

3. Click Record on this panel.

4. Use your microphone to record your message or sound.
5. Click Stop when you are finished recording.

To review the recording, click Play. You can adjust the volume
using the slider on the right of the recorder panel.

To change the recording, delete the .wav attachment and repeat
this procedure.

Downloading attached files

You can download attached files both in FirstClass and using a
web browser.

Note If a conference message with an attachment
appears in italics, it has not yet been approved. Your
administrator may have set up FCIS to require
approval of messages with attachments to avoid the
spread of viruses. You cannot download files from
an unapproved message.

Downloading attached =~ To download an attachment using FirstClass:
files (FirstClass)
1. Select the attachment in the message envelope.

2. Choose File > Save Attachment.

Shortcut Drag the attachment to the desired location on your
computer. If you drag the attachment, skip the
remaining steps; file transfer begins immediately.

3. Select the folder where you want the attached file to be
saved.
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4. Click Save.

Downloading attached =~ To download an attachment using a web browser, click the
files (web) attachment in the message envelope.

Specifying the default folder for downloaded files
Applies to FirstClass only.

When you download a file, FirstClass suggests a default folder as
the destination. To change the default destination folder for
downloaded files:

1. Choose Edit > Preferences.

2. Select the folder you want as the default at Download folder
on the General tab.

Click Browse to see additional folders.

3. Click OK.

19
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Files stored directly on a server

Aswell as making files available to other users by attaching them
to messages, as discussed in Chapter 19, “Files attached to
messages”, you can send (upload) them directly to an FCIS
server.

The advantage to uploading files directly to servers is that they
are available to anyone with access to the conferences or folders
to which you upload the files. The disadvantage is that you do
not have a message body in which to add descriptive
information, and you cannot later forward the file to someone
else as easily as you could if it were attached to a message.

20

If you want to upload large files, consider compressing them
first. Compressed files take up less space on the server.

Uploading files
Applies to FirstClass only.
To upload a file to a conference or folder:
1. Open the conference or folder.
2. Choose File > Upload.
3. Select the file you want to upload.
4. Click Open.

To upload a plain text file and convert it automatically to a
FirstClass document, drag it to the appropriate conference or
folder.
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When file transfer
begins

Uploaded file

Changing the subject

While FirstClass is transferring a file, a progress bar is displayed.

After a file is transferred, it is displayed in the list for the
conference or folder. If it was not converted to a FirstClass
document, it has the subject Uploaded File.

Narne | SizeIZ]Subiect [Lazt Modif
M Template 2K Uploaded File 1720799

You can change the subject to make it more descriptive. To do
this:

1. Select the uploaded file.

N

Choose File > Properties (Windows) or Get Info (Mac OS).

w

Type the subject you want at Subject.

4. Close the Info window and save your change.

Downloading uploaded files

Downloading uploaded
files (FirstClass)

158  Transferring files

You can copy (download) an uploaded file to your computer.

Note If an uploaded file appears in italics, it has not yet
been approved. Your administrator may have set up
FCIS to require approval of uploaded files to avoid
the spread of viruses. You cannot download
unapproved uploaded files.

To download an uploaded file using FirstClass:
1. Select the file.

2. Choose File > Download.

3. Select the folder where you want the uploaded file to be
saved.

FirstClass displays a default folder. You can change this
default as described in “Specifying the default folder for
downloaded files” on page 155.



Files stored directly on a server

4. optional
Rename the file.

5. Click Save.

Note If you are downloading a FirstClass document, it is
automatically converted to a plain text file.

Downloading uploaded  To download an uploaded file using a web browser, click the file.
files (web)

20
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Interrupted file transfers

Applies to FirstClass only.

FirstClass lets you interrupt file transfers before they are
complete, and resume these transfers from the point they were
interrupted. You can also resume file transfers that were
interrupted due to problems such as power failures.

Interrupting file transfers

You can interrupt a file transfer as long as the progress bar is still
displayed. To interrupt the file transfer, click Cancel in the 21
progress bar display.

If you try to disconnect from the server or quit FirstClass before
a file has been transferred, you are notified of the file transfer.
To stay connected and continue the file transfer, click Cancel. To
disconnect immediately and interrupt the file transfer, click
Disconnect Now. If you do nothing, the file transfer is completed
before you are disconnected or FirstClass quits.

A file that has not been completely transferred has this icon:

Incomplete file transfer icon

Resuming file transfers to servers

Whether you are uploading a file directly to a server or attaching
a file to a message, FirstClass considers you to be transferring a
file to the server. In both cases, you can resume the file transfer.
If the file was being attached to a message, you can resume the
file transfer as long as the message is unsent.
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Resuming file transfers to your computer

To resume a file transfer, select the partially transferred file,
then repeat the file transfer procedure you followed originally.
The balance of the file is transferred.

Resuming file transfers to your computer

To resume a file download to your computer, repeat the
download procedure you followed originally, selecting the same
destination as you did before, and replacing the existing file
when prompted. The balance of the file is downloaded.
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About calendars

About calendars

An FCIS calendar is like your personal diary; it records time
commitments, such as meetings or lunches (calendar events),
and tasks that you need to complete, such as submitting a report
(calendar tasks).

Unlike your personal diary, an FCIS calendar can be viewed and
updated by other users. This allows everyone to schedule

meetings at mutually convenient times. To view another user’s
calendar, select the user from the Directory listing, then choose

Open User Calendar from the shortcut menu (FirstClass) or list

the user in the Directory, then click the View Calendar button

beside the user (web). 22

FCIS supports the following types of calendars:

personal your own calendar
calendar ..
You can limit what others can see on your personal
calendar.
group a public calendar that enables a specific group of
calendar people to coordinate their time and tasks
resource a public calendar that represents a specific

clendar  resource, such as a projector

A resource calendar is normally updated when
users book the resource as part of creating a
calendar event. If you update a resource calendar
directly, a new event is created on the same date in
your personal calendar.

location a public calendar that represents a specific
calendar resource, such as a meeting room

Location calendars are updated just like resource
calendars.
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Viewing calendars

FCIS calendars work much like conferences. Your administrator
can create group, resource, and location calendars.

Note If you are using a web browser, you need to have
JavaScript enabled to use all the calendar features.

Viewing calendars

166  Using calendars

To open your personal calendar using FirstClass, choose File >
Open > Calendar. A personal calendar is placed on your
Desktop, if it is not already there.

To open your personal calendar using a web browser, click
Calendar.

You can look at a calendar using the same views as you use for
conferences. While in these views, you can do the same things
you do with messages. For example, in List view you can sort
calendar events.

In addition, there are the following specialized calendar views:
« monthly (shows the least detail)
» weekly

* daily (shows the most detail).

If you choose View > View by Month (FirstClass) or click View
by Month (web), your calendar will look something like this:



(alendar monthly view (FirstClass)

(alendar weekly view (FirstClass)

gl Calendar

About calendars

M= E3

File Edit Message Conferencing Connection Yiew Help

ig

& o= 0=

= e

=
% Calendar 9 Events 1 Task veritec.com : Roy &llen F A

May 1999 This Marth Ka B
Sunday honday Tuesday WWednesday Thursday Friclay Saturday
5 6 7 23 9 30 1
2 3 4 5 [ 7 5
| | | | | -
9 10 12 13 14 15
2:00 Paningn I 2:00 \.Illblkguql Inepaefurm
16 17 12 19 0 1 2
23 24 25 26 27 28 24
30 k) b 3 4 5
[Tuesday, ey 11, 1999 5:26 P T

In FirstClass, the current day is highlighted.

If you choose View > View by Week (FirstClass) or click View by
Week (web), your calendar will look something like this:

gl Calendar

22

=] B3

Message LConferencing Connection  Yiew  Help

[& e =0

B 2 L

% Calendar 9 Events 1 Task veritec.com : Roy Allen F A

Sunday, May 09, 1999 - Saturday, May 15, 1999 This Week 4 » N ~|

9:00 AM {5 Planning meeting &

Monday, May 10, 1993

900 Ak {53 Planning meeting S
Wednesday, May 12,1999

Thursday, May 13,1999
I 900 &r €5 warkgroup for bucoet process 5
Friday, May 14,1999

Saturday, May 15,1993
I B Prepare for financial repart

[Tuesdary, May 11, 1999 525 PR
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(alendar weekly view (web)

Sendry Augusi OR, 19095 .

i J

(a0 [ Far bracda
11, 1% et
Amnlofmoun 14, 1560 if|

Sad

In FirstClass, the current day is highlighted.

If you choose View > View by Day (FirstClass) or click View by
Day (web), your calendar will look something like this:

(alendar daily view (FirstClass)
gl Calendar M=l 3

File Edit Messzage LConferencing Connection Yiew Help

S e =k Hasp
g Calendar 9 Events 1 Task wveritec.com : Roy &llen L [
Today, Tuesday, May 11, 1999 N M
[ 200 &M & Plarring meeting |
& Dur: 1 hour

900 &M €5 Planning meeting
1 0ur: 1 hour

|Tuesday, May 11, 1999 5:29 Phdi |

Navigation The navigation buttons in the calendar views let you scroll
backward and forward through calendar pages. You can also
return to the current month, week, or day, or go to the page
containing a specific date.

If you are using a web browser, you can click a date on the
weekly or monthly calendar to go to the daily view for that date.
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Going to a specific date
(FirstClass)

(alendar date selector button

Going to a specific date

(web)

Going to the first unread
item

Customizing your
calendar views

Calendar reminders

About calendars

To go to the page containing a specific date, click:

H
Click the date you want on the popup calendar, then click OK.

To go to the page containing a specific date, choose the
appropriate values from the date dropdown fields, then click Go.

Applies to FirstClass only.

You can open the first unread calendar item by choosing
Conferencing > Navigation > Next Unread.

applies to FirstClass only
You can customize your monthly and weekly calendar views in
the following ways:

« display week numbers

 change the day on which the week starts. 22
To customize your calendar views:
1. Choose Edit > Preferences.

2. Make the changes you want to the following fields on the
Calendar tab:
Show week displays week numbers

numbers .
To use this, you must choose Monday as your

week start day.
Week startday the day on which you want the week to start

3. Click OK.

When you create a calendar event or task, you can tell FCIS to
generate a reminder. A reminder appears as a dialog box if you
are using FirstClass and are logged into an FCIS server. This
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The Today list

dialog box contains a Details button that opens the event or task
details when clicked.

If you are not logged in or are using a web browser, the reminder
is sent to your Mailbox as a message.

Forwarding reminders You can forward reminders to your paging system just as you do

to paging systems messages. For instructions, see “Forwarding messages to your
paging system” on page 132. Be sure to choose a value other
than No at Calendar items.

The Today list

Daily and weekly calendar views include a Today list. This list
highlights all the calendar events and tasks that are of concern
to you today (events that take place today, and tasks that start
today or are still ongoing).

Today’s tasks move from the calendar to the Today list. Today’s
events are shown in both places.

Note Completed tasks are shown only on the calendar, on
the dates they were completed. Tasks that have not
yet started are also shown only on the calendar, on
their start dates. Tasks with no start date are shown
only on the Today list.
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Working with calendar events

Calendar events are time commitments such as meetings,
lunches, appointments, and so on. You can add events to your
own calendars, and may be able to view or add events on others’
calendars.

Adding calendar events

Tip If you are using a web browser and will be booking
a resource or location for the event, you can check
its availability first by looking at its calendar. To do
this, list the resource or location in the Directory, 23
then click the View Calendar button beside the
entry.

To add an event to a calendar:
1. Open the calendar.

2. Choose Message > New Calendar Event (FirstClass) or click
New Calendar Event (web).

Shortcut To create an event that starts on a particular day
when using FirstClass, double-click either within
the blank space under the day you want or on the
date itself.

When using a web browser, click the New Event
icon to the right of the date.

3. Fill in the following basic information on the calendar event
form:
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(alendar event form - Event tab
(FirstClass)

4ME/89 2:00 Pr
M GBS 300 PR

K|

(alendar event form - Basic
information (web)

i
[ [z === =80 =fo S 5
(2Hoes @l |

| Moot 2}
“"FF I.'.-

CCTTN | I
TR |
|Mormal 3]
Note Where there are dropdown fields on the web

version of the form, click them to choose
appropriate values.

Description the event description as you want to see it on
the calendar and in any reminders

Location  the location for the event
Only type a location here if it is not in the
Directory. For locations in the Directory, use the
Resources to book field. If you leave this field

blank, then book a location at Resources to
book, the location is filled in here.
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Starts at

Ends at

Duration

Priority

Color

Category

Working with calendar events

the start date and time for the event

FirstClass: Click this field to open a popup
calendar, click the start date, choose or type a
start time, then click OK. This prefills Ends at
based on the Duration value. You can change
either Duration or Ends at, and the change will
be reflected in the other field.

Using FirstClass, you can also hover your cursor
over the displayed date and time to change
values. When the cursor changes to a calendar,
drag it up or down to change the date one day
at a time. When the cursor changes to a clock,
drag it up or down to change the time by 15-
minute increments.

applies to FirstClass only
the end date and time for the event

Click this field to open a popup calendar, then
set the date and time as for Starts at.

the length of time the event is scheduled to last 2 3

Choose a value or type your own. If you do not
specify a unit, such as minutes or days, FCIS
assumes hours.

by default, the priority is Normal

If you change the priority to Urgent, the event
appears in bold on the calendar.

FirstClass: To change the priority to Urgent,
choose Message > Priority > Priority Urgent.

the background color for this event on the
calendar

You may want to color code certain events. For
example, you could give all meetings a blue
background. Users who cannot edit the calendar
will only see a gray background.

the type of event

Choose a category or type your own, if desired.
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Show time
as

Sensitivity

your level of availability for other commitments
during this event

If you choose Busy, then schedule another event
at the same time, a red bar to the left of the
affected events indicates that you have a time
conflict.

the event sensitivity

Events with Normal sensitivity are seen by
others viewing the calendar. Depending on
calendar permissions, events with any other
sensitivity may show only the time when viewed
by others. With this exception, sensitivity works
just as it does for messages.

4. to make the event show up repeatedly on the calendar
Click the Repeat tab (FirstClass) or go to the Repeat section
(web) and fill in the following fields:

Calendar event form - Repeat tab

(First(lass) Use this tab for events that will repeat on a regular basis.

Repeat irterval:
|W'eekly :I Wihen to repeat this event an the calendar
Repest urtil:
I3,|'4199 :I The last time to put this event on the
calendar
(alendar event form - Repeat
section (web) Repeat
Repeat interval: IWeekIy j
Repeat until: {sep =] |1 7 [1999 7|
Repeat when this event will be repeated
interval .
Repeated events are shown on all appropriate
days on the calendar.
Repeat the last date to repeat this event
until . . .
FirstClass: Click this field to open a popup
calendar, click the final date, then click OK.
If you make the event repeat, this icon is displayed beside
the event:
Repeat icon

%
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5. to invite participants
Click the Participants tab (FirstClass) or go to the
Participants section (web) and fill in the following fields:

(alendar event form - Participants

Working with calendar events

tab (First(lass) Participants to invite; |7 Ask participants to respond
¥ Amanda Ho Enterthe people or
¥ Roy Summerville groups you want to notify
¥ Michael Hil

Resources to hook:

Boardroom

(alendar event form - Participants
section (web) Pariiciganis

Enter any rezources ar
locations wou want to book
for thiz ewent

Fuk purticpunty fe seapo: | ﬂ

Parmiripaine o mviie) |Looo1. n EI
-5 o I gL :I
TR TU IR T 0 P — =
£
Participants any users that you want notified of this event 23
to invite S
Add users or mail lists just as you would when
addressing a message. If a participant has a
personal calendar, this event is added to that
calendar. If a participant does not have a
personal calendar, this form is sent to the
participant’s Mailbox as a message.
Ask displays Accept and Decline buttons on this
participants form when the participants view it
to respond
Resourcesto any resources or locations that you want to
book book for this event

Resources and locations must be in the
Directory. Add them just as you would when
addressing a message to someone in the
Directory. When you book a resource or
location, that item’s calendar is automatically
updated.

FirstClass: You can view a resource or location
calendar, to check whether the resource or
location is free, by double-clicking the
resource or location after you enter it.
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6. to generate reminders
Click the Reminders tab (FirstClass) or go to the Reminders
section (web) and fill in the following fields:

(alendar event form - Reminders
tab (FirstClass) Remindsrs

" Mone If you request reminders, set the time at
which wou wantthe reminders generated

" Remind me

(+ Remind all participants

Time befare event:

50 minutes :I How long before the event to generate the
reminders

(alendar event form - Reminders
section (web) Reminders

Reminders: |permind all participants 7|
Time hefore event: IBD Minutes vl

Reminders who to remind:

Remindme only generates a reminder for
yourself

Remindall  generates reminders for all
partidpants participants

Time how long before the event to generate
before reminders
event

Choose a value or type your own. If you do not
specify a unit, such as minutes or days, FCIS
assumes hours.

If you add reminders to the event, this icon is displayed
beside the event:

Reminder icon

&

7. optional
Attach files or add a message body just as you would for a
message.

8. Close the calendar event form (FirstClass) or click Save
(web) to add this event to the calendar.
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Changing your mind

Adding events from
other calendars

Working with calendar events

If you are creating a calendar event and decide you do not want
it, you can cancel it just as you would a message.

If you delete an event that you created previously, the event is
removed from all participants’ calendars.

applies to FirstClass only

You may be able to copy events from one calendar to another.
This can be useful for adding events from group calendars to
your personal calendar. To copy an event to another calendar,
drag it from the source calendar to the appropriate date on the
target calendar.

Viewing calendar events

As is the case for messages, a calendar event is flagged as unread
until you open it or turn the unread flag off. Opening the event
lets you view all its details.

You can view event history, just as you would the history of a 23
message, to check whether participants have accepted or
declined invitations.

Using FirstClass, you can also see some details for an event in a
popup window by hovering your cursor over the event.

applies to FirstClass only

If the event includes a mail list as a participant, you can see who
belongs to the mail list by selecting it from the Participants tab,
then choosing Open User Info Form from the shortcut menu.

Updating calendar events

To change details about an event, open it, make your changes,
then close the form (FirstClass) or click Save (web).

If you change the start date, the event will move to the new date
on the calendar.

Shortcuts apply to FirstClass only
To move an event, you can drag it to the new date.
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Responding to calendar events

Dragging an event to the Today list is the same as
dragging it to today’s date on the calendar.

To change the time of an event, you can hover the
cursor over it and drag, just as you can in an opened
event form.

If you delete a participant, the event is removed from that
participants’ calendar.

Responding to calendar events

If someone invites you to an event, the event is added to your
calendar. If you see Accept and Decline buttons on the event
form, click the appropriate button:

This button Does this

Accept accepts the invitation*
Accept with accepts the invitation and also creates a reply to
Reply the event sender
This allows you to add further comments or
questions.
Decline declines the invitation*

Decline with declines the invitation and also creates a reply to
Reply the event sender

* If the person who invited you is not on your local server (and
therefore cannot view the event history to check whether you
accepted or declined), a message is generated for that person.

Sending event invitations over the Internet

If you invite someone with an Internet address (for example,
andrea_farnham@avalon.com) to participate in your event, the
recipient will receive a message with a vCalendar attachment.
This attachment can be imported into the recipient’s own
calendaring application.
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Working with calendar tasks

Calendar tasks are things that you need to complete, such as
submitting a report or preparing an agenda for a meeting. You
can add tasks to your own calendars, and may be able to view or
add tasks on others’ calendars.

Adding calendar tasks

(alendar task form - Task tab
(FirstClass)

To add a task to a calendar:
1. Open the calendar.

2. Choose Message > New Calendar Task (FirstClass), or click
New Calendar Task or the New Task icon in the Today list
(web).

Shortcut In FirstClass, double-click within the blank space in
the Today list.

3. Fill in the following basic information on the calendar task
form:

§ Roy &llen

Priority: |Normal vI
Description: Starts at: INone VI
|Agenda for planning meeting Due &t |4.f1 59 VI
Task state:
INot Completed VI Colar: -E[
Completed on: Category: I |
INDt et Complete VI Sensitivity: INormaI VI
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(alendar task form - Basic
information (web)

180  Using calendars

Note

[CEETTT—-
| | |
el N[

Hu =0 = 3 Him =isa =
Homad 2]

Where there are dropdown fields on the web
version of the form, click them to choose
appropriate values.

Description the task description as you want to see it on the

calendar and in any reminders

Taskstate  the status of the task

By default, the status of a new task is Not
Completed.

Completed leave this field blank until the task is completed

Priority

by default, the priority is Normal

If you change the priority to Urgent, the task
appears in bold on the calendar and is shown
at the top of the tasks in the Today list.



Starts at

Due at

Color

Category

Sensitivity

Working with calendar tasks

the start date for the task, if applicable

FirstClass: If there is no specific start date,
accept None. If there is a specific start date,
click this field to open a popup calendar, click
the start date, then click OK.

Using FirstClass, if you specify a date in this
field, you can hover your cursor over the date
to change it one day at a time. When the cursor
changes to a calendar, drag it up or down to
change the date.

the due date and time for the task, if applicable

FirstClass: If there is no specific due date,
accept None. If there is a specific due date,
enter it in the same way as the start date.
Choose or type a time in the popup calendar, if
necessary.

Using FirstClass, if you specify a date and time
in this field, you can hover your cursor over
these values to change them. Change the date
in the same way as the start date. To change
the time in 15-minute increments, wait until
the cursor changes to a clock, then drag it up or
down.

the background color for this task on the
calendar

You may want to color code certain tasks. For
example, you could give all personal tasks a
pink background. Users who cannot edit the
calendar will only see a gray background.

the type of task
Choose a category or type your own, if desired.
the task sensitivity

Tasks with Normal sensitivity are seen by
others viewing the calendar. Depending on
calendar permissions, tasks with any other
sensitivity may show only the time when
viewed by others. With this exception,
sensitivity works just as it does for messages.
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(alendar task form - Reminder tab
(FirstClass)

(alendar task form - Reminder
section (web)

Reminder icon

Changing your mind

Adding tasks from other
calendars
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4. to generate a reminder for a task with a due date
Click the Reminder tab (FirstClass) or go to the Reminder
section (web) and fill in the following fields:

|~ Generate reminder

Time before due date:

ISD minutes :l How long before the due date to generate
the reminder
Reminder
Generate reminder: I\"es vl

Time hefore due date: |3D Minutes vI

Generate  generates a reminder of the task

reminder . .
Web: Choose Yes to generate this reminder.

Time before how long before the due date to generate the
duedate  reminder

Choose a value or type your own. If you do not
specify a unit, such as minutes or days, FCIS
assumes hours.

If you add a reminder to the task, this icon is displayed
beside the task:

&

5. optional
Attach files or add a message body just as you would for a
message.

6. Close the calendar task form (FirstClass) or click Save (web)
to add this task to the calendar.

If you are creating a calendar task and decide you do not want
it, you can cancel it just as you would a message.

applies to FirstClass only

You may be able to copy tasks from one calendar to another.
This can be useful for adding tasks from group calendars to your
personal calendar. To copy a task to another calendar, drag it



Working with calendar tasks

from the source calendar to the appropriate date on the target
calendar.

Viewing calendar tasks

Using FirstClass, you can also see some details for a task in a
popup window by hovering your cursor over the task.

Overdue tasks are shown in red. Completed tasks have a red line
drawn through them.

Updating calendar tasks

Changing the task status

To change details about a task, open it, make your changes, then
close the form (FirstClass) or click Save (web).

If you change the start date, the task will move to the
appropriate date on the calendar.

Shortcut applies to FirstClass only
To move a task, you can drag it to the new start
date. Dragging a task to the Today list is the same
as dragging it to today’s date on the calendar.

To change the status of a task, choose the appropriate status at
Task state on the calendar task form.

If you choose Completed, today’s date appears at Completed on.
You can change this date if necessary. In FirstClass, click
Completed on to open a popup calendar. If you drag a completed
task to another date using FirstClass, the Completed on date
changes accordingly.

Shortcut If you are using FirstClass and you do not already
have the task open, you can change the task status
to Completed by clicking the task icon. Clicking this
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icon again changes the status back to Not
Completed.
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Creating public calendars

Applies to FirstClass only.

You may be able to create group, resource, and location
calendars just as your administrator does.

To create a public calendar:

1. Open the location (for example, a conference) where you
want the calendar.

2. Choose File > New, then the appropriate type of calendar.

The new calendar opens. 2 5

3. optional
Rename the calendar.

Choose File > Properties (Windows) or Get Info (Mac OS).
Type the calendar name at Name and a short description, if
desired, at Subject. Close the Info window and save your
changes.

Shortcut To rename the calendar, click the icon name twice
to make it editable, type the new name, then press
Tab.

4. Set calendar permissions to give others appropriate access
to the calendar.

Note You can also change permissions for your personal
calendar if you want to give other users more or less
permission to use your calendar than is allowed by
the default permissions.
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Setting calendar permissions

After you have created a public calendar, you need to give others
permission to use this calendar. To do this:

1. Choose Conferencing > Permissions with the calendar open
or selected.
Permissions form (calendar)

File Edt Message Conferencing Connection Yiew Help

. -
| Permissions | Apout... 5'=~| Directary... j

Calendar is & member of these groups: |

teerm expiry: IDefaurt ‘;] :] Default, Never, or numb
Wihio Access Permissions

¥ Roy Allsn Custom

o= Managers Custom

o= Regular Users Custom

List of subscribers

§ Amanda Ho
§ Michael Hil
§ Roy Summerville

-
o R
4 I I »

2. Fill in the following fields:

Calendar is a Ignore this field; it is used by your
member of administrator when creating public
these groups calendars.

Item expiry The number of days an event or task
can stay on your calendar before
expiring.

Who Fill in this field just as you would if you were

creating a personal conference. For
information, see “Setting conference
permissions” on page 74.

Access Choose the access level for each user and
group you entered at Who:

No Access denies access to the calendar

SeeTimes can look at the calendar, but only
see the times set aside for events
and tasks
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permissions

Creating public calendars

Schedule can add events to the calendar
Only indirectly

An event is added to a resource or
location calendar indirectly when a
user creates an event in another
calendar and books this location or
resource.

Schedule can look at the calendar (times
+Times  only) and add events indirectly
Schedule can see details on the calendar and
+Details 3dd events indirectly
Editor has all previous permissions, and
can open calendar items, edit and
delete items, download
attachments, and view item history
Custom lets you customize the access level
by setting individual permissions, as
described in “Setting individual
permissions”
List of The names of the users to whom you want to 25
subscribers  give access to the calendar. Enter these names
just as you did when adding names at Who.

When you subscribe users to the calendar, it
appears on their Desktops.

3. Close the Permissions form.

Your changes are saved automatically.

You can set individual permissions just as you can for personal
conferences. For information, see “Setting individual
permissions” on page 79.

In addition to permissions described under personal
conferences, there are permissions specific to calendars:

This permission Lets users do this

View see the details of items with a sensitivity of
unrestricted Normal

details
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This permission Lets users do this

Add participants applies to resource and location calendars
update the calendar by booking the resource
or location when creating an event in
another calendar

Open calendar  open the calendar

This lets users see the times for events and
tasks, but no other details.

For an example of how permissions work, see “An example of
conference permissions” on page 81.

Providing information about the calendar

You can provide other users with information about the calendar
by creating a résumé. To do this, open the Permissions form,
then click About. For instructions on filling in the résumé, see
“Creating your résumé” on page 201.

Updating the calendar’s Directory entry

You can view the Directory entry for the calendar, make it
unlisted, and give it an alias, just as you can for a personal
conference. For more information, see “Updating the
conference’s Directory entry” on page 83.
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Chatting with other users

Chatting with other users

A chat is an online conversation among users who are currently
connected to an FCIS server. The chat window contains a chat
transcript that records everyone’s contributions to the chat. You
may be invited to join public chats set up by your administrator
or private chats started by coworkers. You can also start your
own private chats.

Setting chat preferences

You can prevent other users from issuing chat invitations to you,
and turn off chat sounds. To do this: 26

FirstClass
1. Choose Edit > Preferences.

2. Select chat preferences as desired on the Messaging - Chat
tab:

Donotaccept prevents other users from inviting you to
invitations chat

Your name is italicized in the Directory.

Sounds during activates sounds during chats

chat and invite . .
You can override this preference for

individual chats using Enable sounds in the
chat window.

3. Click OK.
Web

1. Click Preferences, then Preferences again.
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2. Select chat preferences as desired in the Messaging - Chat
section:

Accept allows other users to invite you to chat

invitations e
Choose Yes to accept invitations. If you

choose No, your name is italicized in the
Directory.

Soundsduring  activates sounds during chats

chat and invite .
Choose Yes to activate chat sounds. You

can override this preference for individual
chats using Enable sounds in the chat
window.

3. Click Save.

Responding to chat invitations

If you are invited to chat, a chat invitation is displayed that
shows the name of the user inviting you to chat.

(hat invitation

.: Invitation to Chat =] E3
Invitation to Chat _Destne |
“" By, § Roy Alen

*ou have been invited to join:  Private Chat

To decline the chat invitation, click Decline. Participants are not
notified that you have declined the invitation.

To join the chat, click Accept. The chat window opens and your
name is added to the Participants list in the chat windows of all
other participants.

Tip In FirstClass, before you respond to a chat
invitation, or during the chat, you can open the
résumé of the person who invited you, or any other
participant, to see more information about them. To
do this, double-click the person’s name in the
Participants list.
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Chat window (FirstClass)
£ Private Chat M=
File Edit Message Conferencing Connection Yiew Help
/_5 . Enahle souncs Ineeite....
L} @
Participant=s: Sandra Vandenbery
Sandra Wandenberg has joined the chat.
(hat window (web)

3

o

o, II [ Enable sounds In¥ite__. Send
53

et

Kim; -

Faticpans

Andrea 5. Farnham 26

LA

Andrea 5. Farnham has joined the chat.

D

If you are engaged in multiple chats in FirstClass, you can switch
between them by clicking the appropriate chat window.

Contributing to chats

To contribute to a chat:

1. Type your comment in the input area of the chat window.
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(hat input area (FirstClass)

(hat transcript

G .
@ |_ Enable sounds Irevite. .. I
Hi Zara, howe was your trip? d

[~

2. Click Send.

As participants enter the chat and contribute to it, the chat
transcript fills with information.

Sandra Yandenberg has joined the chat.

Roy Allen has joined the chat.

Sandra Yandenberg: Hi Roy, have you had & chance to read that report
vet?

Roy Allen: Mot vet. [l make sure | do that today .

You can capture the chat transcript by copying it to the clipboard
or, in FirstClass, saving it as a plain text file. To save it as a text
file, choose File > Save As.

You can also invite other users to join the chat, as described in
“Starting private chats” on page 195.

When you are finished with the chat, leave it by closing the chat
window (FirstClass) or going to another page (web). Other chat
participants are notified that you have left the chat.

Joining public chats

Public chat icon

Public chat with participants
(FirstClass)

Public chats are often used to discuss a particular topic. When
your administrator creates public chats, they appear inside
conferences or folders.

Ge
&%)

When a public chat has active participants, there is a red chat
balloon beside its icon (FirstClass) or it is flagged (web).

To join the chat, double-click it (FirstClass) or click it (web).
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Starting private chats

You can start private chats both in FirstClass and using a web
browser.

Starting private chats To start a private chat using FirstClass:
(FirstClass)
1. Choose File > Open > Private Chat.

2. Click Invite to invite users to your chat.

The Who’s Online window opens, listing users who are
currently connected to your server and will accept chat
invitations. As is the case for the Directory, you can view
these users’ résumés and home pages from the list.

Who's Online
1 who's Online =l E3

File Edit Message Conferencing Connection Yiew Help

2R Select |  Résumé | | Home Page |

|Name |
¥ Roy Allen

§ Sara Yandenberg

¥ Administrator 26
Note You can display a list of who’s online at any time by

choosing Conferencing > Who’s Online.

3. Select the users you want to invite.

If you are using a chat type other than text, you can only
invite users whose names are underlined. For more
information on the types of chats available to you, contact
your administrator.

4. Click Select.

Selected users receive chat invitations. If they accept, their
names appear in the chat transcript. If they decline, no response
appears.

Starting private chats To start a private chat using a web browser:
(web)
1. Click Chat.

2. Click Invite to invite users to your chat.
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3. The Directory window opens, listing users who are currently
connected to your server.

Directory (web)
1. Directory =] E3

i' Roy Allen
4 Administratar
¥ Sara Vandenberg

E | Unsigned Java Applet Window

4. Select the user you want to invite.
5. Click Select.

Note You can also invite someone to chat from the
Directory or Who'’s Online page. To do this, click the
Chat button beside the person you want to invite.

The selected user receives a chat invitation. If the user accepts,
you will see the user’s name appear in the chat transcript. If the
user declines, no response appears.
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Working with documents

As described in Chapter 2, “FCIS basics”, you can create
documents as well as messages. Because documents do not
expire by default, and can be updated after they are created,
they are useful for posting information on a permanent basis (for
example, information about the purpose of a conference).

You can create a document in a conference, folder, your
Mailbox, or your Desktop. You can use the standard document
form, which has a blank body, or, using FirstClass, a special
document form with preset fields.

27

Creating standard documents

Creating documents
(FirstClass)

To create a standard document using FirstClass:

1. Open the object (for example, conference) where you want
to store the document.

2. Choose Message > New Document.

3. Type and format the document text as you would the body
of a message.

To insert a page break, choose Edit > Insert > Insert Page
Break.

4. Close the document.

5. optional
Give your document a name, subject, abstract, and
keywords.
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Creating documents
(web)

New document form (web)

Pull down the split bar and fill in the fields you want. The
Abstract and Keywords fields help refine searches. Separate
keywords with spaces.

If you did not fill in the Name and Subject fields on the document
form:

6. Choose File > Properties (Windows) or Get Info (Mac OS)
to name the document and give it a subject.

7. Close the Info window and save your changes.

To create a standard document using a web browser:

1. Open the object (for example, conference) where you want
to store the document.

2. Click New Document.

D Edit Drocument

L [S——

Balfaet: [T s timbl back
[T [ S ————— = 2 meramas la
Abpmuct: |, all swpilpmesk 5k i e o 5
C =
el
1 HMLCKR
Pisen inp hasre= 4
T AaAnar
F Ly | | VA L= i 1 1 |
]
e | Faae |
3. Fill in the following fields as desired:
Name the document name
Subject the document subject
Keywords  index terms to help refine searches
Separate each term with a space.
Abstract a document summary to help refine searches

Note These fields are only visible when you create or edit
a document.
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5.

Creating documents using special forms

Working with documents

Type the document text in the input area.

Click Save.

Applies to FirstClass only.

To create a document using a special form:

1.

Open the object (for example, conference) where you want
to store the document.

Choose Message > New Document Special, then the form
you want to use to create this document.

As for messages, you can do this to preview the available
document forms. If you do not want to continue creating a
document with a particular form, choose File > Delete with
the document still open.

Fill in the form. 27
Close the document.

Choose File > Properties (Windows) or Get Info (Mac OS)
to name the document and give it a subject.

Close the Info window and save your changes.

Updating documents

To update a document using FirstClass, simply open it, make
your changes, then close it. If you are not able to make changes,
the document may be protected. For information on how to
unprotect a document long enough to update it, see “Changing
object information” on page 219.

To update a document using a web browser:

1.

2.

Open the document.

Click Edit Form.
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3. Make your changes.

4. Click Save.

Saving documents as text files

Applies to FirstClass only.

You can save a document to your computer as a plain text file in
the same way you would a message. For details, see “Saving
messages as text files” on page 96.
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Providing information about yourself

You can provide other users with information about yourself by
creating a résumé. Using FirstClass, you can also create a home
page that users can view with a web browser.

Creating your résumeé

Every FCIS user has a résumé. Your résumé is blank until you
update it.

Creating résumés To add personal information to your résumé using FirstClass:
(FirstClass) 28

1. Choose File > Open > Résumé.

Résumé (FirstClass)
% My Résume M=l
File Edit Message Conferencing Connection Yiew Help

JJC| EE ||Arial di- H J| PN
| |Roy W. Allen

| am the ag=istant manager of Yeritec's Customer Support Department.

On a good day, you can probably reach me st ext. 2413, but | am far more likely to
pay attention to & well-writen piece of e-mail. ﬂ

2. Type your name in the top input area of the résumé.

3. ifyou want to add your picture
Paste your picture from the clipboard into the top left
corner.

4. Type any information that you think would be useful to
other users in the bottom input area of the résumé.

For ideas about what to write, look at other users’ résumés.
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Creating résumés (web)

Résumé (web)

Updating résumés

Viewing others’ résumés
(FirstClass)

To add personal information to your résumé using a web
browser:

1. Click Preferences, then Edit Résumé.

Edit Résumé

Roy W. Allen

I =zm the assistant manager of Veritec's Customer Support ;I
Department .

On a good day, vou can probably reach me at ext. 2413, but I
amm far more likely to pay attention to & well-written piece of
e-mail.

Save | Reset |

2. Type your name in the top input area of the résumé.

3. Type any information that you think would be useful to
other users in the bottom input area.

For ideas about what to write, look at other users’ résumés.

4. Click Save.

You can update your résumé at any time by following the same
procedure as you did for creating it.

To view another user’s, a conference’s, or a calendar’s résumé
using FirstClass:

1. Select the appropriate name in:
* the Directory (choose Conferencing > Directory)

* a Who’s Online list (choose Conferencing > Who’s
Online)

« the To, Cc, or Bcc fields of a message

* the Participants list in a chat window
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(web)

Providing information about yourself

* amessage or calendar event history.
2. Choose File > Open > Résumé.
Shortcut Double-click the name.
Using a web browser, you may be able to view another user’s, a

conference’s, or a calendar’s résumé through the Directory. This
is described in “Viewing additional information” on page 106.

Creating a home page

Creating content for
your home page

Note Using a web browser, you cannot create a home
page folder; however, you can create documents
within this folder.

A home page folder contains material you want others to view
using their web browsers. FCIS publishes the contents of your
home page folder on the web.

You can only have one home page folder. You can rename or
delete this folder, but do not move it off your Desktop, or it will
not work properly. If you inadvertently move this folder off your
Desktop, you can move it back, and it will work again.

To open your home page folder using FirstClass, choose File >
Open > Home Page. A home page folder is placed on your
Desktop, if it is not already there.

To create content for your home page, you can:

 drag FCIS folders, documents, and messages, as well as links
to other web pages or FCIS servers (URL links) into your home
page folder

For information on URL links, see “URL links in messages and
documents” on page 212.

« store shortcuts to conferences by pressing Shift while you
drag them to your home page folder

Web users will only be able to view conferences if your
administrator has set up these conferences to allow this. Web
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users who are not recognized by the FCIS server will be asked
to log in when they try to access a restricted conference.

» upload plain text files directly to your home page

These files can contain HTML code.

 create documents directly in your home page folder.

These documents can contain HTML code. When you create
these documents using FirstClass, you may find special
document forms useful, because these forms are designed to
look good when viewed with a web browser. For instructions
on using these forms, see “Creating documents using special
forms” on page 199.

Home page folder (FirstClass)

P4 Home Page Folder =] E3
File Edit Message Conferencing Connection “iew Help
[=EwETele
[ Folder 4 Files 1 Folder  weritec.com : Roy Allen C
Images
H|F|aame |__Size|l|Sukiect
[E] paged Hml 9K [ Uploaded File
5] page2 html 15K Uploaded File
B page1 .Html 15K Uploaded File
O Template MK Uplozaded File
A i
|1 hem. |
Home page folder (web)
Folder: Home Page Folder 1-4of4Files 1 Folders ﬂ ﬂ
. . Last
ErF [ Subject Size Name e
] Uploaded File 9 page3 html 6f23(97
] Uploaded File 15 page2 html 6f23/97
] Uploaded File 15 pagel html 6f23/97
b Uploaded File 21 Template 623197
HTML documents Documents containing HTML code that are in your home page

folder look like source code when you create them, but are
rendered as normal web pages when opened with a web
browser.

To pass HTML code to a web browser unaltered, so that it will
render properly on the web, format the HTML code by selecting
it, then choosing Edit > Style > Literal HTML. If you view text
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formatted with this style in FirstClass, it is in fixed-pitch, plain
text.

An HTML document can include URL links to other documents
and image files that are located in your home page folder, as
well as images inserted using FirstClass.

Specifying a default You can designate an HTML document as your default

document document. This document will be the first one opened when
users access your home page over the web, and you can design
it to link to the other contents of your home page folder.

If you do not designate a default HTML document, anyone
opening your home page over the web will see the entire
contents of your home page folder, just as you see them in
FirstClass.

To make an HTML document the default, you must give it one
of the following names:

* index.htm or index.html 2 8
* home.htm or home.html

e default.htm or default.html.

To make a document that was created using a special document
form the default, you must name it home page.

Viewing others’ home pages

As described in “Viewing additional information” on page 106,
you can see the contents of a user’s home page folder through
the Directory. Any HTML code viewed this way will look like
source code.

To view a user’s home page rendered properly over the web, you
need to know the user name or mail alias and the domain name
of the server for this user. Type the home page address in the
address field of your web browser, using the following format:
http://domainname/~firstname_lastname/

—or -

http://domainname/~alias/
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Examples of viewing To see Michael Hill’s home page at www.firstclass.com, using his
home pages user name, you would type
http://www.firstclass.com/~Michael_Hill/

To see Michael’s home page using his mail alias (his e-mail
address is michaelh@firstclass.com), you would type
http://www.firstclass.com/~michaelh/
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Folders

Folders

Applies to FirstClass only.

You may be able to create folders to store and organize your
messages and documents. These folders work like the ones you
are used to in Windows or Mac OS. You can nest folders within
folders or conferences. There are some limitations to the way
folders work compared to conferences. For a comparison of the
two, see “Conferences” on page 8.

Creating folders
To create a folder: 29

1. Open your Mailbox, or a conference or folder where you
have the authority to create subfolders.

2. Choose File > New > New Folder.

A New Folder icon is displayed in the upper pane of the
window.

3. Name your new folder.

Select the New Folder icon, choose File > Properties
(Windows) or Get Info (Mac OS), then type the folder name
at Name.

Shortcut Click the name of the New Folder icon twice to
make it editable, type the folder name, then press
Tab.

4. optional
Change other information about the folder as necessary.
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For instructions on changing this information, see
“Changing object information” on page 219.

5. Close the Info window and save your changes.

Moving messages into folders

You cannot address messages directly to folders. The only way
to get messages into folders is to move them there. For
information on moving messages, see “Moving and copying
objects” on page 221.

The default expiry date for messages in a folder is determined by
the default set for the conference within which the folder is
located.
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Navigation aids

Applies to FirstClass only.

There are several ways FirstClass lets you open objects directly:

 Desktop shortcuts open conferences or folders that are nested
within other conferences

» URL links to FCIS servers or web pages can be placed in:
* messages or documents
« link objects that you create in conferences or folders

« link objects that you create in a special bookmarks folder.

30

Desktop shortcuts

If you monitor a conference or folder frequently, you may want
to put a copy of its icon directly on your Desktop. This copy acts
much like a standard Windows shortcut or Mac OS alias, giving
you direct access when you double-click the icon. It is flagged
when there is unread mail.

To add a shortcut to your Desktop:

1. Select the conference or folder for which you want a
shortcut.

2. Choose Conferencing > Add to Desktop.

Shortcut Press Shift and drag the conference or folder to your
Desktop. You can also create shortcuts in folders
using this method.

If you delete a Desktop shortcut, it has no effect on the original
conference or folder.
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To find out where the original conference or folder is located,
select the shortcut, then choose File > Properties (Windows) or
Get Info (Mac OS). The path to the original is shown at Where.

URL links in messages and documents

Adding URL links for web
pages

Adding URL links for
servers

How URL links behave in
documents

URL links are addresses for web pages, or for conferences or
folders on FCIS servers. When a URL link is clicked or double-
clicked, FCIS opens the web page, conference, or folder.
Bookmarks are a type of URL link. In the case of links to web
pages, clicking the link causes your web browser to launch and
open the appropriate web page.

You can use URL links within the text of messages and
documents to link to FCIS servers or web pages. Message
recipients must also be running FCIS for these links to work.

To include a URL link to a web page in a message or document,
type the URL in the appropriate format.

For example, to link to FirstClass’ web page, type:
www.firstclass.com
http://www.firstclass.com

To include a URL link to a conference or folder in a message or
document, type the link in the following format:
fcp://server name/conference or folder

For example, to link to a Budgets conference at Veritec, you
would type:
fcp://fc.veritec.com/budgets

In a document, the cursor changes to a hand when it is over a
URL link.

To activate a link while the document is in edit mode, click the
link, then choose File > Open > Open Link.

To activate a link when you cannot edit the document, click the
link.
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How URL links behave in
messages

Formatted link

Changing the link style

Link text preferences

Link objects

Adding link objects for
web pages

Navigation aids

In a message, a URL link is formatted according to the recipient’s
link style preferences. Formatting does not take place until the
message is sent.

| vigit FirstClazs' web site at wewew firstclass com and |

To activate a link before a message is sent, click the link, then
choose File > Open > Open Link.

To activate a link after a message is sent, click the link. If you are
linking to another server, the Login screen for that server opens.
To change the way URL links look in messages that you receive:
1. Choose Edit > Preferences.

2. Choose the font attributes you want at Link text on the
Content - Display tab.

Selecting the checkbox at Set color tells FirstClass to use the
color that you select in the corresponding field.

Link text

|7 Set color: -3 I_ Bold
[ waiic
|7 Unclerling:
3. Click OK.

You can create link objects within conferences and folders. A
link object contains a URL link to a web page or an object on an
FCIS server, and provides convenient access to the link directly
from the conference or folder.

To use the URL link in a link object, double-click the link object.

To add a web page link object to a conference or folder:

1. Open the conference or folder where you want to save the
link object.
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2. Goto alocation that contains the URL link you want to store
in the link object.

You must go to a location with a link to the web page; you
cannot go directly to the web page to save a link to it.

3. Drag the link to the lower pane of the conference or folder

window.
Link object (to web)
@, FirstClass.url
Changing link object You can change the name or expiry date of your link object, and
information (to web) add a subject, as described in “Changing object information” on

page 219. In addition, link objects have an Advanced tab in the
Info window that lets you change the address of the URL link.

Link object info (to web)
[E| FirstClass Website Info =
Hame: [FirstClass.url
Subject: [FirstClass Wibsite

Info Adwanced |

[rrag any FirstClass icon orweb browser link to this form to create
a link to it.

Ih‘l‘tp:.l’.i\vvww.firstclass.com.ﬂndex html

Type of URL
& Internet LRL

i FirstClass public URL
i FirstClass private URL

To change the URL link address, type the new address in the
input area of the Advanced tab, or drag a different web page link
to this area.

Note If you are using Mac OS, make sure the input area
is not selected before dragging a link, or you will
append the link rather than replacing the old link.

Internet URL is automatically selected for you at Type of URL.
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Adding link objects for
FCIS servers

Adding links to another
server

Link object (to server)

Adding links (bookmarks)
to your own server

Navigation aids

You can add a link to another FCIS object, such as a conference,
folder, or message. This object can be located on another FCIS
Server or on your own server.

To add a link object for an object on another FCIS server:

1. Open the conference or folder where you want to save the
link object.

2. Log into the server that contains the object to which you
want to link (the link target).

3. Drag the target object to the lower pane of the window
where you want to save the link object.

N Mews

You store link objects for objects on your own server in a special
bookmarks folder. Link objects in the bookmarks folder are
called bookmarks.

Tip If you want to keep all your link objects in one
place, you can also create link objects for web pages
and other servers in your bookmarks folder. Create
these link objects as you would any other link
objects for web pages and other servers.

To create a bookmark to an object on your own server:
1. Select the object you want to bookmark.

2. Choose Conferencing > Add to Bookmarks.

The Info window opens with a description of the bookmark.
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Bookmark info

E Inventory Info M= E
Mame: |Invent0r\,f
Subject: |

Info | Achvanced |

% Winek: Farm
Size: 1k

Wihere: Roy AllenBookmarks!

LRL: fopiliroy%20alleni@ fc veritec com, %23760
0229 % eritec feiConferencesivhat's 96200

Creatar: Ry Allen
Created: 9523095 5:45:51 PM
Modified: 902308 54551 PM

Expires: Mewer

Expire in: INever VI I ‘;] :] days

| Unsent | Unread [ Protected | | Autoopen

3. ifyou do not want the default bookmark name
Type the new bookmark name at Name.

4. optional
Supply a subject at Subject.

5. Close the Info window and save any changes.

The bookmark is added to your bookmarks folder. If this is the
first bookmark you have created, and a bookmarks folder is not
already on your Desktop, a folder is placed there. This folder
may also be added to your Desktop when you choose File >
Open > Bookmarks.

Using bookmarks To use a bookmark:

1. Choose File > Open > Bookmarks or double-click the
bookmarks folder.
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Bookmarks folder

Changing link object
information (to servers)

Link object info (to server)

Navigation aids

™ Bookmarks =1
File Edit Message Conferencing Connection  Yiew Help
@£ o
) Folder 3 Files O Folders  veritec.com : Roy Allen o
B[ [El[rame [ Size[=[Subject [Last Modified =]
Business 1K Q23098 S48 PM
&, Whiat's Mewe 1K 9/23/958 S48 PM
=, Irvertory 1K 923095 545 PM
|5 tems. T

2. Double-click the bookmark for the object you want to open.

You can change the name or expiry date of your link object, and
add a subject, as described in “Changing object information” on
page 219. In addition, link objects have an Advanced tab in the
Info window that lets you change the address and other server
information of the URL link.

E Business Info M=
Mame: Eusiness
Subject: |

Info  Advanced |
Drag any FirstClass icon orweb browser link to this form to
create a link to it.
fop firoy%20alleni@fc veritec com 9237600229, Veritec fo!
Conferences/Business
Type of URL
" Internet URL
(" FirstClass public URL
(+ FirstClass private URL

Site name: |fc.ver'rtec.com
Site IDx I?BDDQQQ ‘;]
Path: ConferencesBusiness

Lizer IC: |r05-' allen

Passward: |

To change the URL link address, type the new address in the
upper input area of the Advanced tab, or drag a different object,
such as a conference, to this area. If you drag a different object
to the tab, information on the tab is updated automatically.

Note If you are using Mac OS, make sure the input area
is not selected before dragging a link, or you will
append the link rather than replacing the old link.
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You can also update the following fields on this tab:

Type of URL

Site name
Site ID
Path

User ID

Password

218 Organizing objects

FirstClass private URL is automatically selected for
you

This means only you can use this link object. If you
want this link object to be usable by others, select
FirstClass public URL. If you do this, the User ID and
Password fields are removed.

the server domain name

the serial number of the server

the path to the target conference or folder
the user ID you use to log into this server
the password you use to log into this server

For security, you do not need to provide this
information.



Working with objects

Working with objects

This chapter describes:

» changing object information

» moving and copying objects

» opening objects with a single click
 deleting (and undeleting) objects

 searching for objects.

Changing object information 31

Changing information
for objects in multiple
locations

Applies to FirstClass only.

You may be able to change some information, such as name,
icon, and expiry date, for an object.

If you post a message to two conferences, the message is stored
in your Mailbox, with links to this message in the two
conferences. Each instance of the message, whether the actual
copy or a link, has its own set of information.

Changing the information in one of these locations does not
change the same information in any other locations. You may
change the subject of the message in your Mailbox, but the
original subject will remain in the conferences. Also, you may
not have authority to change information in certain conferences,
even though you sent the message.

If you need to change information in all locations, go to your
Mailbox and unsend the message, change the information, then
send the message again.
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Changing object To change information about an object:

information

1. Select the object.

2. Choose File > Properties (Windows) or Get Info (Mac OS)
to open the Info window.

Info window
[&] Annual Report Info M= E3
— oy summervils f
ﬂ Subject: JAnnual Report
Kind: Message
Size: 291k
here: Foy AllentailBox!
Creatar: Roy &llen
Created: BI2TIA8 T:43:24 AM
odified: SI2TEE T:52:00 Ahd
Expires: GM 289 2:03:16 PM
Expiry period: Im
Days left: 55

Character set:  windows Latin

|_ Unsent |_ Unread |_ Protected |_ Auto open I_ Stationery

3. Change information as required in this window.

These are guidelines for fields that may not be obvious:

Icon

Expiry period

220  Organizing objects

Type a maximum of 23 characters.

In the case of a message or conference item,
this is originally the sender or recipient.

To change an icon, click it, then click the icon
you want in the popup list.

not applicable to folders

FCIS assigns an expiry date to every object
when it is created. After this date, FCIS
deletes the object. Your administrator
defines the default number of days after
which an object will expire.

To change the expiry date, choose the length
of time you want to keep this object. If you
choose Other, type the number of days after
which you want the object to expire at Days
left. For all other choices, the number of days
is ignored.



Protected
Auto open

Stationery

Kind

Where

Character set

Working with objects

Protects the object, so that no one can
change, move, or delete it.

Makes the object open automatically if it is
unread.

Turns a message into personal stationery.
For information on personal stationery, see
“Personal stationery” on page 100.

These fields are display only
the object type
Objects with a type of File are uploaded files.
They cannot be viewed directly, but can be

downloaded to your computer or attached to
messages.

the path to the object’s location

the character set used when the object was
created

4. Close the Info window and click Save.

31

Moving and copying objects

Applies to FirstClass only.

You can move and copy objects as you do in other standard

applications. To move an object, drag it. To move an object one
pixel at a time, select it, then use the arrow keys while pressing
Control-Shift (Windows) or Option (Mac OS). To copy an object,
press Control (Windows) or Option (Mac OS) while dragging it.

Note If your administrator has not given you permission
to move a particular folder or conference, FCIS will
try to create a shortcut to the object instead.
Shortcuts are described in “Desktop shortcuts” on
page 211.

When you move a message into a conference or your Mailbox,
the message’s expiry date changes to the default expiry date for
objects in that conference or your Mailbox. You can reset the
changed expiry date as described in “Changing object
information” on page 219.

UsingFCls 221



Opening objects with a single click

Opening objects with a single click
Applies to FirstClass only.

Normally, you open an object by double-clicking it. To make
objects in a particular window pane open with a single click:

1. Click the pane you want to affect.

2. Choose View > Change View Properties.
3. Click the Icons tab.

4. Select Open icons with single click.

5. Click OK.

Note Only the icon portion of an object is affected by this
preference. To select an object instead of opening it,
click any text associated with the object (such as an
icon’s name). To move an object, drag its name.

Deleting objects

You can delete objects in both FirstClass and using a web
browser; however, with a web browser, you can only delete
messages, documents, and calendar events and tasks.

When you delete an object, that object is marked for deletion,
but is not immediately removed from the server. FCIS physically
removes deleted objects when it collects the trash. Your
administrator schedules trash collection times.

Deleting objects To delete an object using FirstClass:
(FirstClass)

1. Select the object.

2. Choose File > Delete, or press Delete.

3. Click Delete when prompted.

If prompted again, click Delete once more.

When you delete a folder, conference, or calendar, you also
delete all objects contained within.
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If you cannot delete an
object

Restoring deleted objects

Deleted objects

Deleting objects (web)

Working with objects

Tip If you need to delete a message that you sent to
several conferences, go to your Mailbox and unsend
the message, then delete the message. If you do not
unsend the message first, you will have to delete it
from every location to which you sent it. In
addition, you may not have authority to delete it
from all conferences.

If you cannot delete an object, and you know that your
administrator has given you authority to delete it, the object may
be protected. To unprotect the object so that you can delete it,
clear Protected in the Info window as described in “Changing
object information” on page 220.

Before the trash is collected, you can restore a deleted object. To

do this:

1. Open the window that contained the deleted object.

2. Choose View > Show Deleted Items. 31
All deleted objects that have not yet been removed during
trash collection are displayed, with trash can icons beside
them.

B3| ¢0|Mame | Size[=(Subject [Last
EmW To Administrator 1K = Re: Your accourt status 82519
E W  Administrator 1K our account status 2009
EM To Sandra Jones 1K = Status Meeting 51250
Note You cannot open an object that is marked for
deletion.
3. Select the object you want to restore.
4. Choose File > Undelete.

When you have finished restoring deleted objects, you can hide
the objects that are still marked for deletion by choosing View >
Hide Deleted Items.

To delete an object using a web browser:

1.

Open the object.
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2.

Restoring deleted objects ~ You can restore a deleted object, as long as it is still open. To do

Click Delete.

this, click Undelete.

Searching for objects

You can search your Mailbox, conferences, folders, and external
folders or drives for messages, documents, or uploaded files that

contain specific text. To do this:

1.

2.

Search options (FirstClass)

Search options (web)
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Open the window you want to search.

Choose Edit > Find (FirstClass) or click Local Search (web)
to open the search options.

Note On the web, Local Search searches the open

conference or folder and all its subconferences and
subfolders. To search the whole web site, click Site

Search instead.

® MailBox
File Edit Message Conferencing Connection  Yiew Help
A Find: Aunch meetings
|~ Search subjectifile name [ Search sttachment names
|7 Search subconferences & folders |7 Search "From" name
|_ Search content of documents |7 Search "TofCc" names

|7 List only tems containing all words

Inzlude tems crested or maodified in the last: I-- ‘;] :]

Cancel | Find I
I I
£ Search for: Ifeatures
¥ Search subject/file name [T Search attachment names
¥ Zearch subconferences & folders [~ Zearch "From" name
™ Search content of documents ™ Search "To/Ce" names

[ Last only stems contamme all words

Include stems created or modified i the last I days

Jearch | Clear |




3. Type the text you want to find at Find (FirstClass) or Search

for (web).

4. Specify your search options, keeping in mind that the more
narrowly you focus the search by turning on these options,
the more relevant the search results are likely to be:

Search subject/
file name

Search
subconferences &
folders

Search content of
documents

List only items
containing all
words

Search
attachment
names

Search "From"
name

Search "To/Cc"
names

Include items
created or
modified in the
last

Working with objects

searches the subjects of messages or
documents, and the names of uploaded
files

searches all items, subconferences, and
subfolders in the window

This may increase search time
significantly.

searches the contents of messages and
documents

This may increase search time
significantly.

retrieves only items that contain every
word in your search text

If this is cleared, your search text is treated 3 1
as a phrase, and FCIS will only retrieve
items that contain exactly this phrase.

not applicable to external folders or drives
searches the names of files attached to
messages

To find all messages with attachments,
select this and leave Find/Search for blank.

not applicable to external folders or drives
searches message senders’ names

This is useful for finding all messages sent
by a specific person.

not applicable to external folders or drives
searches recipients’ names in the To and Cc
fields of messages

choose a time period, or type the number
of days, to retrieve only items created or
modified during this period

5. Click Find (FirstClass) or Search (web).
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The search summary window opens. As items are found, they

are listed in this window.

Search summary window

(FrstClass) | e - 11
Fe E Howage Caloswesy Dpeedin Yew Hop
&1 Smmch o Fisg 0 Foicery e com - Floy Al
- T ke 18 ; -
[ =] B =oyp Caieres villd 1. [  Res S0P s
a B dmands s ¥ = Pl Lunch ssesnge - R
| =] Fe drmnds o 1K Foret lLunch marings WS 13D
3] e 1K Lgeé wmsbren Al BEELT Y]
L | L]
T =!
Search summary window (web)
. . Last
Subject Size Name Modified In Folder
B Tploaded File 2 features_large html 1/116/98 fproductifiish
B TUploaded File 26 features html 172398 fproductifiis!
B Tploaded File 2 features_large html 1/16/98 foroduct/fis/y
B TUploaded File 26 features html 4{2/98 fproductifiisiy
If you are using When searching for objects using FirstClass:

FirstClass to search

« the name of the object currently being searched is displayed
in the top right corner of the search summary window

e you can open items in the search summary window before the

search finishes

« searching takes place in the background; you can do other

things in FirstClass during a search

« FirstClass notifies you when the search is complete

* you can cancel a search in progress by closing the search

summary window.

If you are using a web To clear all search options, click Clear.
browser to search
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Functionality you can add to
FirstClass







Working offline

Working offline

Not available in Windows 3.1

Normally, you must be connected to an FCIS server to work with
the objects on your Desktop. Over expensive communication
links such as long-distance telephone connections, this can
become costly. For this reason, SoftArc provides a FirstClass
Personal application that lets you do many of the things you
normally do, without being connected to a server full time.

Note You can only use FirstClass Personal if you have a
regular user license. If you have a remote user
license, you cannot use this component.

If you are unsure whether you can use FirstClass
Personal, contact your administrator.

FirstClass Personal creates copies of your Mailbox, conferences
that you want to see offline, and the Directory information you
want to see offline in a Personal post office on your computer.

FirstClass Personal connects to your server at the times you
specify. When connected, this application retrieves information
(such as new messages or Directory information) from the server

and places it in your Personal post office. This is called
replication.

Note If you have an expensive connection, check the
FirstClass Personal configuration to make sure you
will not connect more frequently than you want. For
information on checking and changing
configuration values, see “Configuring FirstClass
Personal” on page 233.

Using FCIs 229

32




Installing FirstClass Personal

These are the things you can do with FirstClass Personal:
 create messages, using the normal message forms

» read messages and conference items

« attach files to messages, and save files attached to messages
 search your Mailbox or conferences

» send and retrieve messages

 use calendaring

» create and use an offline address book and a bookmarks
folder.

These are things you cannot do with FirstClass Personal:
* participate in chats

 upload files directly into folders.

Note To use features of FirstClass that are only available
with special licensing, you must have a compatible
version of the FirstClass client installed on your
computer, and you must be connected to a server
that is licensed for those features. If you are unsure
whether you can perform certain tasks offline,
check with your administrator.

Installing FirstClass Personal

230

If you chose the Easy Install (Mac OS) or Typical setup
(Windows) when you installed the FirstClass client on the
computer from which you want to run FirstClass Personal, this
application has already been installed. All you need to do is
make sure you have a properly configured connection to the
FCIS server.

To install FirstClass Personal, run the FirstClass client custom
installation. Install both the FirstClass Personal application and
Personal Post Office.
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Working offline

Starting FirstClass Personal

To start FirstClass Personal if you are currently working online,
choose Connection > Work Offline > Connect Offline, then click
Login at the Work Offline Login screen.

To start FirstClass Personal if you are not currently working
online, start FirstClass to open the FCIS Login screen. Supply the
settings file, user ID, and password that you want to use to
connect to the server when working offline, then click Work
Offline.

If this is the first time you have used FirstClass Personal, the
Registration form opens, showing the settings file, user ID, and
password with which you logged in. Ensure that this is how you
want to connect to the server when working offline, then click
OK.

Your offline Desktop opens.

Offline Desktop
~= Desktop M=l E3 3 2
File Edit Message Conferencing Connection Yiew Help
|[gpt @sfspe sl
T8 Desktop 0Files 2 Folders L A
= "
MailBox  Offline Conferences
|ZHems. I

Your offline Desktop looks much like your online Desktop. It
contains an offline version of your Mailbox and an Offline
Conferences folder. For information on setting up offline
conferences, see “Specifying your offline conferences” on
page 232.

Note The first time you work offline, FirstClass Personal
may take several minutes to replicate information
offline.
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Setting up your offline conferences

Setting up your offline conferences

Specifying your offline
conferences

232

Offline Conferences icon

To save disk space, FirstClass Personal does not automatically
show all the conferences to which you have access online. You
must tell FirstClass Personal which conferences you want to
work with offline. You will have the same permissions for a
conference offline as you do online; if you are not allowed to
post to a conference online, you will not be able to do so offline.

To tell FirstClass Personal which conferences to show offline:
1. Log into your FCIS server.

2. if you have not yet started FirstClass Personal
Choose Connection > Work Offline > Open Offline
Conferences.

The Offline Conferences window opens, and this folder is
placed on your Desktop, if it is not already there.

Offline Conferences

3. Select a conference that you want to access offline.
4. Choose Conferencing > Add to Desktop.

5. Drag the newly created conference icon from your Desktop
to the Offline Conferences folder.

6. Add icons to your Desktop and drag them to your Offline
Conferences folder until you have specified all the
conferences you want to work with offline.

The next time you work offline, FirstClass Personal replicates
any unread messages that are in these conferences. Within the
offline version of your Offline Conferences folder, you will only
see those conferences that contain unread mail. FirstClass
Personal only creates these conferences offline when they
contain unread mail.

Note FirstClass Personal does not replicate uploaded
files. It does replicate files attached to messages.

Functionality you can add to FirstClass



Removing offline
conferences

Working offline

If you no longer want to access a conference offline, delete it
from both the offline and online versions of your Offline
Conferences folder.

Working with messages offline

Reading and responding
to messages

Sending messages

You can read, save, print, forward, or reply to messages just as
you would when you work online.

You receive new mail when FirstClass Personal connects to your
server. At that time, copies of unread messages are replicated to
your offline Mailbox and conferences. After replication, the

online copies of these messages are no longer flagged as unread.

If you delete a message from your offline Mailbox or an offline
conference, this does not affect the online copy of the message.

You can send messages just as you would when you work online.
When you are addressing messages to users rather than to
conferences, you can use your offline Directory to address these
messages in the same way you would online.

Note Names that appear local when you work online look
remote when you work offline. For example,
Amanda Ho becomes Amanda Ho,Veritec Toronto
in your offline Directory.

Your new messages are sent when FirstClass Personal connects
to your server. To deliver a message immediately, choose
Connection > Work Offline > Replicate Now.

Configuring FirstClass Personal

FirstClass Personal installs with default settings that you may
never need to change. If you do want to change FirstClass
Personal behavior:

1. Go to your offline Desktop.

2. Choose Connection > Work Offline > Configure Offline.
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Configuring FirstClass Personal

234

FirstClass Personal Settings

o FirstClass Personal - Settings

Connection

2| Main settings file:

o ficwinsettingsweritec. fc

Secondary seftings file:

Hoszt user ID:

Host password:

rallen

hkk

Scheduling

Connect when FirstClass Personal starts up
Connect when FirstClazs Personal shuts dovwn

Connect every:

W Connect when mail is wating to be sent

Connect klow:
Stop Replication

1 #|Hours =] (Firstclass Personal must be running)

Replication options

. Get my private unread messages on each connection

.« Replicate my

calendar on each connection

.« Replicate offline conferences on each connection

Updste my Directory information:
Do not replicate messages aver:

Routes and Mames x|
Mo Limit ]+
Display replication status windowy:  |Always j

_ ?:;_h IMes=zage cleanup

==

Private mail expires after:
Conference tems expire after:

Iinimum free disk space:

Leave mail on host =server after reading

90 & days
45 & days
1000 kovtes ]

Addressing - Advanced

D

—i— | utomatically append host site name

Walidate site names on the host server

3. Fill in the follow

Main settings file

Secondary settings
file

Host user ID

Functionality you can add to FirstClass

ing fields as required:

General connection information

the name of the settings file you
normally use to connect to your server

the name of a backup settings file to use
to connect to the server, in case
FirstClass Personal cannot connect
using your main settings file

The connection protocol, server
identification, and so on, may be
different in this settings file.

your user ID on this server



Working offline

Host password your password on this server

If you change your password while
working online, be sure to change this
field as well.

Scheduling settings that control when FirstClass Personal connects to
the server

Connect when mailis connects to the server whenever you
waitingtobesent  gend mail

Connect when connects to the server when FirstClass
FirstClass Personal  Personal starts

starts up

Connect when connects to the server when you quit
FirstClass Personal FirstClass Personal

shuts down

Connect every to connect to the server on a regular basis

specify the number of hours or minutes
to wait between connections

The Settings window also contains a
Connect Now button that lets you 32
connect to the server on demand.

You can also connect manually by
choosing Connection > Work Offline >
Replicate Now.
Replication settings that control the information that is copied from
the server to your computer

Get my private replicates unread mail from your
unread messageson  Mailbox whenever FirstClass Personal
each connection connects to the server

Replicate my replicates personal calendar items
calendar on each whenever FirstClass Personal connects
connection

to the server

Replicate offline replicates conference messages
conferenceson each  whenever FirstClass Personal connects
connection to the server

Update my Directory choose the Directory information you

information want replicated to your offline
Directory whenever FirstClass Personal
connects to the server:
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Do notreplicate
messages over

Display replication
status window

None no Directory information is
replicated

Routes replicates routing information
Only  from the Directory

Routes replicates both routing
and information and user names
Names o the Directory

Conference and mail list names are not
replicated.

specify the largest message size (in
kilobytes) that you want replicated
when FirstClass Personal connects to
the server

choose when you want to see a window
that indicates whether FirstClass
Personal is currently replicating
information

This is the window you see by default
when you start FirstClass Personal. You
can choose to see this window all the
time, never, or only when replication is
taking place.

Message cleanup settings that control the amount of disk space used

Leave mail on host
server after reading

Private mail expires
after

Conference items
expire after

Functionality you can add to FirstClass

by FirstClass Personal

keeps a copy of read mail on the server

the number of days before messages in
your offline Mailbox expire

This does not affect your Mailbox on
the server.

the number of days before items in your
offline conferences expire

This does not affect the conferences on
the server.



Working offline

Minimum freedisk  the minimum amount of free disk space
space on your computer

If the amount of free disk space drops
below this value, you cannot send mail,
and FirstClass Personal no longer
replicates information. This setting is
intended to avoid the problems that can
occur when your disk runs out of space.

We recommend that you specify at least
2% of your total available disk space.

Advanced addressing settings that permit you to send mail to users
and servers not in your offline Directory

Automatically sends mail to users who are in the
append host site server’s Directory, but not in your
name

offline Directory

When you address mail to one of these
users, FirstClass Personal adds the
name of your server. For example, the
user name Roy Allen would be changed
to Roy Allen,Veritec.

Validate sitenames  sends mail to people or conferences
onthehostserver  that are in your server’s Directory, but
not in your offline Directory

4. Close the Settings window and save your changes.

Your Personal post office

All your offline information is contained in the Personal post
office folder. This folder is called Personal Post Office on Mac OS
and PPO in Windows.

It is important that you not make any changes directly to this
folder or its contents, or FirstClass Personal may stop running.
In this case, you might have to reinstall FirstClass Personal.

Do not:

* rename the folder
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+ move the folder to a different volume (Mac OS) or folder
(Windows), unless you also move the FirstClass folder to the
same location

» change, delete, or move anything within the folder

« add files to any subfolders within the folder, unless instructed
to by your administrator.

Backing up your Be sure you back up your Personal post office on a regular basis.

Personal post office We recommend at least once a week. This is a safeguard against
losing your messages and offline Directory information in the
event of hardware failure or data corruption.

The easiest way to back up your Personal post office is to copy
the Personal post office folder to a diskette.
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FirstClass Network Notifier

FirstClass Network Notifier lets you know that you have received
mail whenever you are connected to your network, even if you
are not connected to an FCIS server. This application works

when you are not running FirstClass. You can only use FirstClass
Network Notifier over an AppleTalk or IPX-compatible network;
it cannot be used over TCP/IP networks or remote connections.

How FirstClass Network Notifier works

By default, FirstClass Network Notifier notifies you of new mail
by beeping and opening a popup window like this: 33

FirstClass Network Notifier popup

O FirstClass® Notify

- Hew mail has arrived

From:  Administrator |
Subject: Alan Grady
L Total new messages: 1 J

You can change this behavior when you configure FirstClass
Network Notifier.

Note If you are using a screen saver program that
requires a password to reactivate your screen, the
popup window may cause your computer to lock
up. To avoid this potential problem, either turn off
the popup window when you configure FirstClass
Network Notifier, or turn off password protection in
your screen saver program.
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Installing FirstClass Network Notifier

If you chose the Easy Install (Mac OS) or Typical setup
(Windows) when you installed the FirstClass client, FirstClass
Network Notifier has already been installed. All you need to do
is configure it.

To install FirstClass Network Notifier, run the FirstClass client
custom installation.

Configuring FirstClass Network Notifier (Windows)

FirstClass Network Notifier Setup

To configure FirstClass Network Notifier:
1. Start FirstClass Network Notifier.
The application starts minimized.

2. Maximize the Notifier window, then choose Setup.

FirstClass Motify Setup

- FirstClass Notify v1.1
[c] SoftArc Inc. 1993,1994

Server: |\I'eritec Toronto |

UserlD:  [Roy Allen |

Password: |"'1 |

Motify with: ¥ Popup ¥ Sound

Cancel | 0K I

3. Fill in the following fields:
Server the name of your server

If you do not know the name of your server,
contact your administrator.

UserID your user ID on this server
Password  your password on this server
Popup displays the FirstClass Network Notifier popup
window when you have new mail
Sound beeps when you have new mail
4. C(lick OK.

240  Functionality you can add to FirstClass



FirstClass Network Notifier

5. Restart Windows.

Note If you want FirstClass Network Notifier to start
whenever you start Windows, add it to your Start
menu or Startup program group.

Configuring FirstClass Network Notifier (Mac OS)
To configure FirstClass Network Notifier:
1. Choose Chooser from the Apple menu.
2. Select FirstClass® Notify.

3. Choose the following:

AppleTalk Zones the zone in which your FCIS server is
located

Selecta your FCIS server

FirstClass® server .
If you do not see your server listed, or do

not know its name, contact your
administrator.

4. C(lick Setup.

FirstClass Network Notifier Settings

FirstClass® Network Notification Settings

G4 Flashing menu bar icon

[ Cancel ] H 0K ]l
5. Fill in the following fields:
User ID your user ID on this server
Password your password on this server
Sound beeps when you have new mail

Flashingmenu displays a flashing mail icon on the menu bar
bar icon when you have new mail
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Popup window displays the FirstClass Network Notifier

popup window when you have new mail

6. Click OK.

7. ifyou are running System 7.5 or later
Ensure that the FirstClass Notify extension is selected in the
Extensions manager.

8. Restart Mac OS.
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Your connection protocol

Your connection protocol

When you use FirstClass, you connect to an FCIS server in one
of two ways:

» over a network

 using a modem or ISDN line.

Note We assume that your connection is already set up
and working properly. This book just discusses how
to tell FirstClass about your connection. If you do
not know what connection protocol to use, contact
your administrator.

34

Network connections

In a network environment, your computer is plugged into a local
network that allows you to communicate with any other
computer within the network.

This is the most common method for people connecting from
medium to large sized businesses.

A network connection uses one of the following protocols:
» TCP/IP

» UDP/IP

» AppleTalk

o IPX.
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Modem connections

Modem connections

If you are using a modem connection direct to your FCIS server,
the modem used by your computer uses a telephone line to
communicate with a modem at the server site.

A modem connection uses one of the following protocols:
* Windows modem

+ FirstClass/serial modem

* Comm Toolbox

» ISDN

 Int14 Serial

» NASI Serial.
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Protocol types

This chart indicates appropriate protocols for each connection
type and system:

. System:
Connection
type Windows Mac0S
Internet » TCP/IP « TCP/IP
» UDP/IP « UDP/IP (PPC)
network  TCP/IP » TCP/IP
» UDP/IP « UDP/IP (PPC)
» AppleTalk » AppleTalk
(Windows NT)
e IPX
modem * Windows modem  serial modem
(TAPD e Comm Toolbox
(Windows 95/98/NT)
. e Comm Toolbox
 TFirstClass modem Serial
e Int14 Serial 34
(Windows 3.1)
» NASI Serial
(Windows 3.1)
ISDN » ISDN (CAPI) ¢ Comm Toolbox
Additional notes on
protocols
TcP/IP Use this protocol if you are using a modem to connect through

an Internet Service Provider (ISP) over the Internet.

UDP/IP This is an alternative to TCP/IP when your connection is slow. It
optimizes data flow to provide better interactive response. This
protocol only works on PPC computers; it does not work on 68K
machines.

Windows modem Windows NT 4.0, Windows 95, or later include TAPI, a
technology that lets you configure modem connections using

system information already known to Windows.

Using FCIS 247




The information you need to supply

FirstClass modem Use this protocol if you want to use FCIS’ own Windows modem
handling. You will have to supply more information than you
would for a Windows modem connection.

ISDN ISDN is a digital telephone line that provides greater speed than
a regular telephone line.

Int14 Serial/NASI Serial ~ These protocols are rarely used today. They apply to shared
modems in modem pools. Int14 Serial is used with the common
PC BIOS interrupt 14. NASI Serial is used with Novell networks.
For information on setting up FirstClass for these protocols,
contact your administrator.

The information you need to supply

There are two types of information you need to supply when
configuring a connection:

 service setup information

This includes information such as the connection protocol you
will use, and the server you want to access.

» connection information.

This includes information such as the port, modem type, or
phone type you use.

Not all connection protocols require you to supply connection
information.
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What youneed toknow  If you do not have the following information, contact your

administrator.

For this

protocol You need to know

TCP/IP » whether you are connecting directly to the
UDP/IP server or through a proxy server (your

company may use a proxy server if your
internal network is protected by a firewall)

 the server’s IP address or domain name
 the TCP/IP port number of the server

* if you are connecting through a proxy server
the proxy server’s IP address and port number

AppleTalk < the server’s network name

* the name of the AppleTalk zone in which the
server is located, if it is different from your
computer’s zone

IPX ¢ the server’s network name
Windows * the server’s phone number
modem * ifyou have multiple modems configured on your 34
(TAPD) computer
the modem you want to use for this
connection

* if you require a special connection script
the name of your connection script file (these
are described in AdvConf.pdf on the FCIS CD)

* if your modem supports multiple lines
the line number you want to use for this

connection
FirstClass/ ¢ the server’s phone number
serial * your modem type
modem

* the port to which your modem is connected
» your phone type (dial or touch tone)

* if you require a special connection script
the name of your connection script file (these
are described in AdvConf.pdf on the FCIS CD)
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After gathering your connection protocol information

Where information is
saved

For this

protocol You need to know

Comm ¢ the server’s phone number

Toolbox « for other information you need, see your
Comm Toolbox documentation

ISDN ¢ the server’s phone number

 the ISDN protocols that are appropriate for
your ISDN adapter and the server to which
you are connecting

Service setup information is stored in your settings file. Settings
files are located in FirstClass’ Settings folder.

Connection information is stored in the .fcp files that are located
in FirstClass’ FCP folder. There is one .fcp file for each
connection type. Normally, all settings files that use the same
connection type obtain their connection information from the
same .fcp file.

If you need different behaviors for the same connection type (for
example, modem connections with the speaker on in one case
and off in another), you can create additional .fcp files as
described in the advanced configuration information that is
included in AdvConf.pdf on the FCIS CD.

After gathering your connection protocol information

Once you have all the information required for your connection
protocol, go to Chapter 35, “Configuring service setup
information” and follow the instructions there to supply your
service setup information.

For those protocols that require additional connection
information, that chapter will lead you to the instructions for
supplying the connection information for your protocol.
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Configuring service setup information

After you have determined your connection protocol, as
described in Chapter 34, “Your connection protocol”, the next
step in configuring your connection is to supply the service setup
information appropriate for connecting to the FCIS server.

Configuring service setup information

To configure service setup information:
1. Open the FCIS Login screen.

2. Make sure the settings file you want to configure is selected 3 5
at File.

If the settings file for the server is not listed here, do one of
the following:

« click Browse to find and select it
» update home.fc
e create a new settings file for the server.

To create a new settings file, type the name you want to give
the settings file at File. If you use Windows, make sure the
name ends in .fc.

3. Click Setup.
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4. Fill in the following fields:

Connect via

User ID

Password

Log in as guest

Login
automatically

your connection type

for TCP/IP
choose one of the following:

e TCP-IP.FCP - for direct connections

e TCPIPWAN.FCP - for Windows
connections through a proxy server

» TCP-IP WAN.FCP - for Mac OS
connections through a proxy server

for UDP/IP
choose UDP-IP.FCP

for AppleTalk
choose AppleTalk.FCP

for IPX
choose IPX.FCP

for modems and ISDN
choose MODEM.FCP

type your user ID if you do not want to type
it every time you log into this server

type your password if you do not want to
type it every time you log into this server

It is a serious security issue to save your
password in your settings file, especially if
your computer is accessible to others. For
this reason, we recommend that you leave
this field blank.

select this if you are not a registered user

only applicable if you filled in your user ID and
password

logs into the server automatically as soon as
the settings file is opened

You can disable automatic login by pressing
Control (Windows) or Option (Mac OS)
while you open the settings file.
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Retry login

Retry delay

Server

Network

Phone #

Configuring service setup information

only applicable if you selected Log in
automatically

the number of times FirstClass will retry
login attempts (maximum 15) when the
system is busy

only applicable if you selected Log in
automatically
the delay (in seconds) between login retries

for TCP/IP or UDP/IP
the server’s IP address or domain name

for AppleTalk or IPX
the server’s network name

for all other connection types
leave blank

for AppleTalk
the name of the AppleTalk zone in which the
server is located

If you are on a single zone network, or are in
the same zone as the server, type *. 3 5

for all other connection types
leave blank

for modems and ISDN
the server’s phone number

Include the dialing prefixes you would use if
you were phoning this number. Examples of
prefixes are: 9 (followed by a comma) to dial
out of your office, 1 for long distance, and an
area code.

for all other connection types
leave blank

Examples of completed =~ When you have finished filling in the Service Setup window, it
Service Setupwindows  i]) |0k something like this:
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Service Setup (TCP/IP)

Service Setup (AppleTalk)

" Service Setup (- [ =]
Connect via: |TCP-IP FCP = _Advanced.. |
% Uszer ID: Jrallen

T Password, [

I_ Log in as guest

| Log in automatically

Retry login: ID ‘;] tirme:s: Retry delsy: IEI ‘;] seconds
Fillin if service iz accessible via the network

. Server: 127004
Metwork:

Fillin it service iz accessikle via modem ar SO
Fhone #:

Clears all nonconnection resources from Flush Cache I
your zettings file
Cancel I Save I

O B

! Connect via: Ia\pp]eTa]k.FCP :I ﬁdvanced...l
% User IDv: Ira]]en

T Password: Io.o

I_ Log in as quest
I_ Lag in autornatically

Retry login: ID #I times Retry delay : ID ¢I seconds

Fill in if service is accessible wia the network

. Server: Yeritec

Service Setup

MNetwork: * I

Fill in if setvice is accessible wia modern or ISDN

Fhone #: I

Clears all nonconnection resources from your Flush Cache I
settings file
Cancel | Save I
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Service Setup (IPX)
" Service Setup M= &3
Connect vis: |PH.FCP | Advanced...

:J\ Uszer ID: rallen

Pazsword:  |***

Log in as guest

Log in automatically
Retry login: |0 #| times  Retry delay: |0 %] seconds

Fillin if service is accessible via the network
=2 -
AR Server: ‘etitec

Metwork:

Fillin it service iz accessikle via modem ar SO
Fhone #:

Clears all nonconnection resources from Flush Cache
your zettings file
Cancel | Save |

Service Setup (modems and ISDN)

Connect via: |MODEM.FCP | Advanced...

:J\ Uszer ID: rallen 35
T Password: M

Log in as guest

Log in automstically
Retry login: |0 #| times  Retry delay: |0 #] seconds

Fillin if service is accessible via the network

5

Server:
Ietwark:

Fillin if service iz accessible via modem or ISDR
Phane #: 9,1-416-939-9939|

Clears all nonconnection resources from Flush Cache
your settings: file
Cancel | Save |

After you have configured service setup information
Once you have filled in the Service Setup window, do one of the

following:

For this connection type Do this

TCP/IP Go to “Configuring TCP/IP or UDP/IP
UDP/IP connections” on page 257.
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After you have configured service setup information

For this connection type

Do this

AppleTalk

Click Save to return to the Login screen.
Your connection is now configured.

IPX

Click Save to return to the Login screen.
Your connection is now configured.

Windows (TAPI)
modem

Go to “Configuring Windows (TAPI)
modem connections” on page 259.

FirstClass/serial
modem

Go to “Configuring FirstClass/serial
modem connections” on page 260.

Comm Toolbox

Go to “Configuring Comm Toolbox
connections” on page 262.

ISDN
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Configuring connection information

Configuring connection information

This chapter only applies to TCP/IP, UDP/IP, modem, Comm
Toolbox, and ISDN connections.

After you have configured service setup information as described
in Chapter 35, “Configuring service setup information”, the final
step in configuring your connection is to supply connection
information.

Note If you see fields that are not described here, leave
them unchanged. They either do not apply to your
connection, or the appropriate values have been
automatically set. Only change these values if 36
instructed to by your administrator.

Configuring TCP/IP or UDP/IP connections

To configure connection information for TCP/IP or UDP/IP:
1. Click Advanced at the Service Setup window.

2. Click the Advanced tab.
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Advanced settings (TCP/IP)

* TCP-IP.FCP HiE
f Protoccl  [TCRAP =l
Connection Advanced |
~Link options:
Wincloeny: Auto i Lock: m
Packets: Auto d Encrypt: on =
~Protocol options:
Paort number: ITCP Detault (5100 ‘;] :]
Proxy port: IDefauIt [1050) ‘;] :]
Procey IP address: ID noo Butfer zize: IDefauIt [10000) ‘;] :]
- Trace options:
|_ Connect |_ Modem/Scripts |_ Etrors
|_ Send |_ R
These options enable diagnostic trace features for this connection.
MOTE: Enabling Send or Receive tracing may affect performance.
Cancel | Save I
I I

3. Fill in the following fields:

Port number

Proxy port

Proxy IP
address

Buffer size

the TCP/IP or UDP/IP port on the server

If you change the default, you change it for
every settings file that uses the TCP/IP or
UDP/IP connection.

only applicable if you connect through a proxy
server
the port used to connect to the proxy server

The Default value of 1080 is the normal
Proxy server port.

only applicable if you connect through a proxy
server
the proxy server’s IP address

If you do not use a proxy server, leave this at
0.0.0.0.

specify between 6000 and 64000

The larger the buffer, the better the
download performance, but the more
memory you will need on the computer
where the FirstClass client is installed. The
default of 10000 is normally adequate.
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4. Click Save twice to return to the Login screen.

Your connection is now configured.

Configuring Windows (TAPI) modem connections
To configure connection information for a Windows modem:
1. Click Advanced at the Service Setup window.

Advanced settings (Windows
modem) " MODEM.FCP M 3

f Pratocal:  Bvinciowes Modem |

Connection | Acvanced |

Usze the Windows "Modems" Contral Panel to add modems ar modify the list.

Modems Cortrol Panel |

~Connection
windowes (TAPD modem to use for connection:

[- A
Seript B = Modem Setup |

- Comments

e

Cancel | Save I

2. Fill in the following fields:
Protocol choose Windows Modem

Windows only applicable if you have multiple TAPI
(TAP)modem  1yodems configured on your computer

to use for the modem to use for this connection
connection
Script if you require a special connection script to

connect to the server
your connection script file

For information on connection scripts, see
AdvConf.pdf on the FCIS CD, or contact your
administrator.
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Configuring FirstClass/serial modem connections

Line to use

if this field is displayed
the line to use for this connection

Note The buttons on this form take you to Windows

modem setup windows. They are only necessary if
you need to reconfigure your TAPI modem. These

windows are described in your Windows
documentation.

3. Click Save twice to return to the Login screen.

Your connection is now configured. Unless you install a different
type of modem, or connect the modem to a different serial port,
you will never need to reconfigure the connection information.

Configuring FirstClass/serial modem connections

Advanced settings (FirstClass

modem)

To configure connection information for a FirstClass/serial

modem:

1. Click Advanced at the Service Setup window.

SE E3

- Cable options —————————————

Hivhandshake: [on =]
DTR hangup: Iﬁ
Carrier detect: Im
- Speed options

Auto speed: Off hd
Baud rate: ;

* MODEMW.FCP
f Protocol  [FirstClass Modem =l
Cannection |Advanced |
Setwyour modem, port and cable options:
Connection
Modem: |GVC_288.MDM =l
Port: |COM2 =
Phone: ITone VI
Speaker: on bl
Script: |- d
Commerts

Requires & HWHS cable for high speed use.

Cancel

| Save I
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2. Fill in the following fields:

Protocol

Modem

Port

Phone

Speaker

FirstClass Modem is selected for you if you are
on Windows. Serial is selected for you if you
are using Mac OS.

the type of modem you are using

If your modem does not appear in the list,
choose a compatible modem with the same
speed as your modem. For example, if you
have a V.32bis modem, choose Hayes
Compatible 14400.

applies to Mac OS only

If you cannot find a suitable modem type in
this list, you can add the type you need to the
list. To do this, double-click the Other file on
the FCIS CD. This creates an Other Modems
folder that contains additional modem types.
Drag the modem type you want from this
folder to FirstClass’ Modems folder. Drag only
the modem type you need, or FirstClass will
take a long time to produce the list of modem
types.

If you still cannot find a suitable modem type,
contact your administrator.

the port to which your modem is connected
(for example, COM2 for Windows or Modem
Port for Mac OS)

your phone line type

if you have a dial phone
choose Pulse

if you have a touch tone phone
choose Tone

whether you want the modem speaker turned
on or off during dialing and negotiation

Some modems are not affected by this choice.
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Script if you require a special connection script to
connect to the server
your connection script file

For information on connection scripts, see
AdvConf.pdf on the FCIS CD, or contact your

administrator.
H/W if your modem supports hardware handshaking,
handshake  qnd On is recommended in the Comments
section

accept the default On

3. Click Save twice to return to the Login screen.

Your connection is now configured. Unless you install a different
type of modem, or connect the modem to a different serial port,
you will never need to reconfigure the connection information.

Configuring Comm Toolbox connections

To configure connection information for a Comm Toolbox
connection:

1. Click Advanced at the Service Setup window.

Advanced settings (Comm Toolbox)

I===—i—————  Modemf(P=""—H

f Protocal: IComm Toolbox :I

Connection Advanced l

Link options :

“wfindow : IAuto VI Lock: Mone VI
Packets: Iﬁ.uto VI Encrypt: off 7

Setup CommToolbes... |

Trace options :

I_ Connect I_ Modern fSeripts I_ Errars
I_ Send D Receive

These options enable diagnostic trace features for thiz connection.
MOTE: Enabling Send or Receive tracing ray affect perforrmance .

Cancel | Save I
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2. Choose Comm Toolbox at Protocol.

If your Comm Toolbox cannot directly access the serial card
in your computer, choose Comm Toolbox Serial, then fill in
the fields on the Connection tab as instructed by your Comm

Toolbox documentation.
3. Click the Advanced tab.

4. Click Setup Comm Toolbox and configure the Comm
Toolbox settings as instructed by your Comm Toolbox
documentation.

5. Click Save twice to return to the Login screen.

Your connection is now configured.

Configuring Windows ISDN (CAPI) connections

To configure connection information for ISDN:

1. Click Advanced at the Service Setup window.

Advanced settings (ISDN -
Connection) * MODEM.FCP M= E3

f Pratocal: ESDN TCAPD Adiapter VI

Connection | Advanced |

Setwyour modem, port and cable options:

~Connection
ISDM (CAPI adapter to use for connection:

B £
Script: |- d

~Commerts

Cancel | Save I

2. Fill in the following fields:
Protocol choose ISDN (CAPI) Adapter
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Configuring Windows ISDN (CAPI) connections

ISDN (CAPI)
adapter to use

only applicable if you have multiple ISDN
adapters configured on your computer

for connection 1, adapter to use for this connection

Script if you require a special connection script to
connect to the server

your connection script file

For information on connection scripts, see
AdvConf.pdf on the FCIS CD, or contact your
administrator.

3. Click the Advanced tab.

Advanced settings (ISDN -
Advanced) * MODEM_FCP [0
f Pratocal: |ISDN [CAPD) Adapter |
Connection Advaneed |
~Link options:
incloy: Auto bud Laock: Mone 'I
Packets: At | Encrypt: On b
~1SDM options:
B1 protocol: I-B4 khitfzec with HOLC framing (default) ;l
B2 protocal: |ISO TITE (.75 SLP) (default) =l
B3 protocal: [Transparent (default) =
- Trace options:
I_ Connect I_ Errors
| send
These options enable diagnostic trace fe atures for this connection.
HOTE: Enabling Send or Receive tracing may affect performance.
Cancel | Save I
I I

4. Choose your B1, B2, and B3 protocols at ISDN options.

If you have not received the appropriate protocol values
from your administrator, try accepting the defaults first. If
the connection does not work, try choosing Transparent at
B2 protocol.

5. Click Save twice to return to the Login screen.

Your connection is now configured.
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Possible problems

Possible problems

This chapter describes problems you may encounter:
» when trying to connect to a server over a network
» when trying to connect to a server using a modem
» when using FirstClass Personal to work offline

* when using a web browser.

If you need additional help, contact your administrator.

Problems connecting over a network 37

Be sure to read the “Configuring your FirstClass connection”
section of this book to set up your network connection.

If you cannot connect to an FCIS server over a network, check
whether:

* your settings file is incorrectly configured

For example, the server domain name is wrong.

* the appropriate .fcp file is missing from FirstClass’ FCP folder

If this is the case, contact your administrator for a copy of the
file.

« the server is not running
To check whether this is the case, contact your administrator.

 all sessions on the server are in use

The server is set up to handle a limited number of
simultaneous connections. Try again later. If you still cannot
connect, contact your administrator.
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Problems connecting using a modem

 your network interface card (NIC) is configured incorrectly,
or it or the cable is defective.

For information on configuring your NIC, see the
documentation provided with it.

Problems connecting using a modem

No response from the
modem (1034)

268  Troubleshooting

Be sure to read the “Configuring your FirstClass connection”
section of this book to set up your modem connection.

To test your modem configuration, connect to another modem
using a terminal emulation package, such as Windows Terminal.
For more information, see your modem documentation.

Where the problems discussed here are reported by FirstClass,
the FirstClass error number is included.

This problem occurs when FirstClass sends the modem a
command, but does not receive an OK response from the
modem. Possible reasons for this error are:

* the modem is not turned on

 the modem has stopped working and needs to be reset

Turn the modem off and on again.

» the modem is not connected to the serial port that was
specified when you configured connection information

» the modem cable is not connected properly, is defective, or
does not support hardware handshaking

* the baud rate that was specified when you configured
connection information is inappropriate for this type of
modem

» hardware handshaking is enabled, but your serial cable does
not support hardware handshaking

Either reconfigure your connection information to specify a
modem type that does not support hardware handshaking, or
obtain the correct cable.



Modem returned an
error (1054)

No response from the
server's modem

Host does not appear to

be an FCIS server

This problem occurs because you specified the wrong modem
type for your modem when you configured connection
information.

Possible problems

the modem and another device have been assigned the same
Interrupt Request (IRQ) number.

Possible reasons for this error are:

the modem at the other end is not connected to an FCIS
system

Make sure you are specifying the correct modem phone
number, with any necessary dialing prefixes, in your service
setup information.

your modem is incompatible with the server’s modem

This is especially common for modems that offer high speeds
or advanced protocols. Try lowering the baud rate in your
connection information.

a poor phone connection is causing line noise 3 7
This is common for long distance calls. Try the call again.

you specified the wrong modem type for your modem when

you configured connection information

the value of the connect timeout register (S7) is too short.

Use a text editor to open the modem (MDM) file you are using
and change the MLTO value. This value is in 60ths of a
second. Try 90 seconds (MLTO=5400). Your value here will
map to the S7 register. For more information on the S7
register, see your modem documentation.

Possible reasons for this error are:

the two modems negotiated, but the system at the other end
did not respond to the FirstClass login request

Make sure you are specifying the correct modem phone
number, with any necessary dialing prefixes, in your server
setup information.

there are hardware handshaking problems (Mac OS).
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Problems using FirstClass

Communication failed
while connected

Personal

Make sure you have a cable that supports hardware
handshaking. For more information on hardware
handshaking, see AdvConf.pdf on the FCIS CD.

When a modem connection fails while a call is in progress, the
cause can be difficult to identify. Possible reasons are:

 a poor phone connection is causing line noise

This is common for long distance calls. Try the call again.

 another application, such as a screen saver, graphics
application, or file compression utility, running on your
computer is using up available system resources

Quit other applications and try again.

* if you have a high-speed modem and are also connected to a
network
the network packets may be interfering with the serial port

Disable the network connection and try again.

* the baud rate that was specified when you configured
connection information is too high.

Problems using FirstClass Personal

You cannot work offline

FirstClass Personal does
not connect to the server

270  Troubleshooting

If an error occurs while you are working offline, FirstClass
Personal reports the error in a message sent to your offline
Mailbox. For more information on a specific error, contact your
administrator.

Be sure to read Chapter 32, “Working offline” for information on

FirstClass Personal.

Make sure that FirstClass Personal has been installed correctly.
Both the FirstClass Personal application and your personal post
office folder must be in the FirstClass application folder.

Possible reasons for this error are:

 your settings file is not configured correctly



No server with that
name (1044)

No matching names
found in Directory

Youdo nothave access to
a conference

Possible problems

Be sure to read the “Configuring your FirstClass connection”
section of this book for information on configuring your server
connection.

FirstClass Personal is not configured correctly

Make sure the user ID and password are correct in FirstClass
Personal’s settings.

a modem connection failed.

You may not have enough memory to run both the FirstClass
client and FirstClass Personal. Together, these applications
require 8 megabytes available RAM.

When you are addressing a message, this error may occur
because:

you entered the name incorrectly

you do not have an offline copy of the Directory, or it is out of

date. 3 7

If you specified that you did not want to replicate Directory
information offline, you must configure FirstClass Personal to
accept unknown names.

Possible reasons for this error are:

conference replication is not set up correctly

Remember to create a copy in the online version of your
Offline Conferences folder for every conference you want to
access using FirstClass Personal.

automatic conference replication is disabled

Either reconfigure FirstClass Personal to specify that you want
conferences to replicate on each connection, or connect
manually.

your administrator has never granted you access to the
conference

Contact your administrator to verify whether you have a
subscription to this conference.
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Problems using a web browser

» you do not have the authority to see the conference.

You have the same access permissions offline as you do
online, so you will not be able to view conferences in
FirstClass Personal that you cannot view online.

You get an error when Check with your administrator to make sure that your user

FirstClass Personal tries  1rjyileges include working offline.
to replicate

Problems using a web browser

You get a Login screen You may have tried to do something for which you are not
when you are already authorized. In this case, your browser may ask you to log in as

loggedin someone with the appropriate authority. To get out of this state,
cancel the Login screen, then back up until you are out of the
task you were trying to perform.

You cannot see older There is a limit to the number of FCIS messages that can be

messages in a thread displayed with a web browser. Only the most recent messages

are shown. To see an older message in a thread, open a more
recent message, then click Previous in Thread.
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Troubleshooting aids

Troubleshooting aids

This chapter describes tools available to help you troubleshoot
FirstClass and FirstClass Personal problems.

FirstClass trace information

Trace information tells you how the connection between your
FirstClass client and an FCIS server is operating. You can use this
information to help you solve your problem on your own, or
with the help of your administrator.

Trace information can be logged for various connection events. 3 8
This information is stored in the FirstClass client log file

(FCIC.log in Windows, FirstClass®.log on the Mac OS), which is

created when you run FirstClass.

Note In Windows, FirstClass saves the log file with an
extension of .old when you quit. On the Mac OS,
FirstClass overwrites the log file each time you start
the client. To save log information permanently,
save the log file before you quit FirstClass.

When you supply connection information as part of configuring
your connection, you can specify the events for which you want
trace information logged. For information on configuring your
connection information, see Chapter 36, “Configuring
connection information”.

To specify the trace information to log:

1. Open the FCIS Login screen.
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FirstClass trace information

274  Troubleshooting

2.

Make sure a settings file is selected that uses the type of
connection (for example, TCP/IP) for which you want to log
trace information.

Note Trace information will be logged for every settings
file that uses this type of connection.

Click Setup to open the Service Setup window.

You can verify that you are configuring the correct
connection type by looking at the value in Connect via. For
example, to log trace information for a modem connection,
this field should say MODEM.FCP.

Click Advanced to open the advanced settings window.
Click the Advanced tab.

Select the events for which you want trace information at
Trace options:

This option Records information about
Connect connection messages
Send packets sent*

Modem/Scripts modem and scripting commands

Receive packets received*

Errors packet errors

* Selecting this may decrease your link speed significantly,

because it instructs FirstClass to write a great deal of data to
disk.

Click Save twice to return to the Login screen.

for Windows users only

Add the following line in the [FCSetup] section of the
FCIC.ini file in your Windows folder:

debug=1



Troubleshooting aids

FirstClass Personal troubleshooting tools
FirstClass Personal logs offline activity in two places:
o the FirstClass Personal console

« the FirstClass Personal log.

FirstClass Personal The FirstClass Personal console updates as you use FirstClass
console Personal. You can view console information in the following
ways:

* in Windows
Click the FirstClass Personal icon on the taskbar.

e on Mac OS
Double-click the FirstClass Personal icon in the FirstClass
client folder, then choose Personal > Show Personal Console.

>

The FirstClass Personal console window opens. 38

FirstClass Personal icon

FirstClass Personal console

|z FirstClass® Personal 5.5

File Edit Personal

Logying console messages to CiNFCICWINSWFCSPRA.LOG.
FirstClass® Personal 5.5

Copyright @ SoftAre Inc. 1990-1998

Load: 3Sync Groups Gateways Stats Routes

Connect using: C:~FCICWIN-Zettings~Veritec.fc

Server: veritec,com

User: Reoy Allen

[02-10-98 16:47:51] FirstClass® Personal 5.5 started.
[02-10-98 1b:47:52] Session 5.501 Start Local Zess 100 User
[02-10-98 1b:48:25] Gateway veritec.com could not be started
not found Gateway-Sess 101

To record more detail in the console, choose one of the
following:

» Personal > Trace Connection Activity

Records detailed information about connection activity.

e Personal > Enable Replication Log.

Records detailed information about replication.
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FirstClass Personal troubleshooting tools

FirstClass Personal log
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The FirstClass Personal log records the same activity as the
console, but in a text file that you can view with any application
that displays plain text files.

In Windows, this log is called fcspra.log, and is located in your
FCICWIN folder.

On Mac OS, this log is called FirstClass Personal.log, and is
located in your FirstClass® Intranet Client folder.
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About button 82, 188
About Conference command 9
Abstract field 198
Accept button 175, 178, 192
Accept invitations field 192
Accept with Reply button 178
Accepting calendar events 178
Access field 78-79, 186
Access levels, Custom 80
Active scrolling 60
Active scrolling field 60
Add participants permission 188
Add to Address Book command 144
Add to Bookmarks command 215
Add to Desktop command 211, 232
Add Word button 115
Adding
Calendar events 171
Calendar tasks 179
Events from other calendars 177
Links to toolbars 48
Participants to calendar events 175
Personal addresses 144
Signatures 123
Tasks from other calendars 182
Text from another source 111
Toolbar buttons 46
Address Book command 143
Address book icon 61
Address books 143
Adding entries 144
Deleting entries 147
Updating entries 146
Addresses 104
Changing for link objects
Addressing messages 103
By clicking or dragging 108
To conferences 104

214,217
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To gateways 107
To Internet addresses 108
Using the Directory 15,25
Advanced button 257,274
Alias field 83
Aliases, Desktop 211
Aligning images 120
Alignment field 120
Always show images field 92
AppleTalk protocol 245
AppleTalk Zones field 241
Apply button 36, 57, 64, 121
Approve command 86
Approve items permission 81
Approver access level 79
Approving messages 86
Arranging icons 66
Ask participants to respond field 175
Attach File button 152
Attach File command 16, 151
Attached files
Downloading 27,154
Previewing 153
Removing from unsent
messages 152-153
vCalendar 178
Attaching files to messages
Recordings 153
Attachment field 26
Attachment icon 61
Attachments field 16, 152
Attachments require approval field 76
Audio files 153
Auto open field 221
Automatic forward 131
Automatic replies 139
Automatically add signature to new
messages field 123
Automatically append host site name

16, 26, 151
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field 237
Automatically check on send field 116
Autoregistered users 29
Logging in 31, 34
Autoregistration Form 32

Backgrounds 58
For panes 65
Backing up Personal post offices 238
Bce button 107
Bec field 103, 202
Bookmarks
Creating 215
Using 216
Bookmarks command 216
Bookmarks folder 216
Bookmarks icon 61,216
Border field 120
Bringing windows to foreground 42
Browse button 26, 30-31, 33,153, 155,
251
Browser access level 78
Browsers, Web see Web browsers
Buffer size field 258
Bulk priority 127
Buttons, Navigation 168
Buttons, Toolbar 46
Adding 46
Changing order 47
Removing 48
Web 54

C

Cache connection information field 43
Calendar button 166
Calendar command 166
Calendar event icon 60
Calendar events 165,171
Adding 171
Adding from other calendars 177
Moving 177
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Opening next unread 169
Reminders 176
Responding to 178
Sending over the Internet 178
Updating 177
Viewing 177
Calendar icon 60
Calendar is a member of these groups
field 186
Calendar items field 170
Calendar reminders 169
Forwarding to paging systems 170
Generating 176, 182
Calendar task icon 61
Calendar tasks 165, 179
Adding 179
Adding from other calendars 182
Changing status 183
Deleting unadded 182
Opening next unread 169
Reminders 182
Updating 183
Viewing 183
Calendar views 166
Customizing 169
Daily 168
Monthly 166
Weekly 167
Calendars 9,165
Creating 185
Directory entries 188
Navigation buttons 168
Résumés 188
Setting permissions 186
Today list 170
Viewing other users’ calendars 165
CAPI see ISDN protocol
Categories field 47
Category field 173,181
Cc button 107
Cc field 103, 202
Change Password button 39
Change Password command 39



Change Password screen 39
Change View Properties command 63,
222
Changing
Backgrounds 58
Calendar events 177
Calendar tasks 183
Column order 67
Expiry dates 96, 220
Font colors 113
Font size 113
Font style 113
Fonts 113
Fonts in panes 65
Icons 109,220
Image properties 120
Link object information 214, 217
Names 220
Object information 219
Pane backgrounds 65
Passwords 38
Personal stationery 101
Settings files 37
Size of fonts 113
Subjects 158
Task status 183
Toolbar button order 47
Toolbar position 48
Character set field 221
Chat button 195-196
Chats 191
Accepting invitations 192
Declining invitations 192
Preferences 191
Starting 195
Check Spelling command 115
Checking
Connections 41
Spelling 114
Chooser command 241
Clear button 226
Clear command 38

Clearing
Resources from settings files 38
Settings files from Login screen 38
Clicking 222
Clients 9
Close command 14,17
Closing
Conferences 17,22
Messages 14
Unsent messages 125
Collapse all groups field 70
Collapsing groups 69
Color field 122,173,181
Colors, Font 113
Column headings 67
Background for 58
Columnar list view 64
Columns 67
Combining selected messages 140
Comm Toolbox connections 262
Comm Toolbox protocol 246
Commands, Sending to mailing lists 84
Company sensitivity 127
Completed on field 180, 183
Computers, Multiple 40
Conference icons 60
Conference is a member of these groups
field 76
Conference items expire after field 236
Conferences 8,73
see also Personal conferences
Adding to toolbars 48
Addressing messages to 14, 104
Approving messages 86
Closing 17, 22
Conference groups 76
Deleting 222
Moderators 86
Opening 12, 20, 45
Permissions 74,76, 79
Personal conferences 74-75, 85
Public conferences 74
Replying to messages in 137
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Reversing sort order in 68
Searching 224
Setting up offline 232
Subscribing 74, 79
Views 63
Conferences conference 74
Conferences field 105
Configure Offline command 233
Configuring
Comm Toolbox connections 262
Connection information 257
FirstClass modem connections 260
FirstClass Network Notifier (Mac
0S) 241
FirstClass Network Notifier
(Windows) 240
FirstClass Personal 233
ISDN connections 263
Serial modem connections 260
Service setup information 251
TCP/IP connections 257
UDP/IP connections 257
Windows (TAPI) modem
connections 259
Connect automatically field 36
Connect command 40, 43
Connect every field 235
Connect field 274
Connect Now button 235
Connect Offline command 231
Connect Time column 41
Connect to Home Location
command 55
Connect via field 252,274
Connect when FirstClass Personal shuts
down field 235
Connect when FirstClass Personal starts
up field 235
Connect when mail is waiting to be sent
field 235
Connecting 11,20
From multiple computers 40
On demand 235
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To a particular window 36

To multiple servers 39

With multiple user IDs 40
Connection caching preferences 43
Connection information 248

Storing 42
Connection time limits 41
Connection types 245
Connections

Checking 41

Comm Toolbox 262

Configuring 251, 257

Ending all 42

Ending selected 42

FirstClass modem 260

IPX 251

ISDN 263

Modem 246

Network 245

Possible problems 267

Reconnecting 43

Serial modem 260

TCP/IP 257

UDP/IP 257

Windows (TAPI) 259
Console, FirstClass Personal 275
Contributer access level 79
Controller access level 79
Converting text files to documents 157
Copying

Images 111

Messages 221

Objects 221

Text 111
Create items permission 80
Create subconferences permission 81
Creating

Bookmarks 215

Calendars 185

Desktop shortcuts 211

Documents 197, 199

Folders 209

Home pages 203



Messages 14

Personal conferences 75

Résumés 201

Signatures 123
Creator access level 79
Customize Toolbar command 4648
Customize Toolbar screen 46
Customizing

Access levels 79-80

Calendar views 169

Colors 113

Views 63

Window appearance 56
Cycling through windows 55

D

Daily calendar views 168
Daily time connection limits 41
Days left field 96, 220
Debug command 274
Decline button 175, 178, 192
Decline with Reply button 178
Declining calendar events 178
Default button 36, 57, 64, 113
Default HTML documents 205
Default message expiry field 77
Default settings file 36
Default settings file field 36
Default text style preferences 114
Defaults
Restoring for preferences 36
Specifying 155
Delete any item permission 80
Delete button 224
Delete command 99, 199
Delete own items permission 81
Deleted item icon 61
Deleting
Address book entries 147
Message recipients 108
Messages with web browsers 223
Objects 222

Offline conferences 233
Unadded calendar tasks 182
Unsent messages 125
Description field 47,172,180
Desktop button 54
Desktop command 54
Desktop shortcuts 211
Desktops 12,53
Web browser view 20, 54
Details button 170
Dialog boxes, Backgrounds for 58
DIR button 144, 146
Directory 15, 104, 144
Calendar entries 188
Narrowing list 105
Opening 15, 25, 104-105
Replicating offline 235
Directory button 25, 83, 105, 107
Directory command 104, 106, 202
Directory window (web) 196
Disallowed access level 78
Disconnect command 42
Disconnect Now button 161
Disconnecting 19, 27, 42
All connections 42
Display format field 65
Display replication status window
field 236
Displaying
Hidden images 92
Status bar 46
Toolbar 46
Do not accept invitations field 191
Do not replicate messages over
field 236
Document forms 199
Documents 7
Creating 197,199
Deleting 222
Grouping 69
HTML 204
Inserting images 119
Inserting text files 112
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Saving as text files 200
Searching for 224
Updating 199
Download command 158
Download files & attachments
permission 81
Download folder field 155
Downloading 151
Attached files 17,27, 154
Default folder 155
Inserted files 92
Resuming 162
Uploaded files 158
Drag-and-drill 45
Due at field 181
Duration field 173

Edit Form button 147, 199

Edit items permission 80

Edit permissions permission 80

Edit read-only items permission 80

Edit Résumé button 202

Editor access level 187

E-mail address field 144-145

E-mail, Working with offline 233

Enable Replication Log command 275

Enable sounds field 191-192

Enable suggestions field 116

Ending connections see Disconnecting

Ends at field 173

Enlarging see Sizing

Envelopes 91, 103

Errors field 274

Etiquette, Online 124

Events, Calendar see Calendar events

Exit command 19, 42

Expanding groups 69

Expire old messages when number of
items reaches field 77

Expiry dates, Changing 96, 220

Expiry period field 96, 220
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External folders 8
Searching 224
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FCIC.ini 274

FCIC.log 273

fep files 250

FCP folder 250

fespra.log 276

File field 30-31, 33,3840, 251
Clearing settings files 38

File Transfer form 151

File transfers 16, 26
Interrupting 161
Resuming 161-162

File Upload dialog box 26

Files
Attaching to messages 26, 151
Downloading attached files 17, 27,

154

Downloading uploaded files 158
Inserting into messages 112
Previewing attached files 153
Settings files 37
Transferring 151, 157
Uploaded 8
Uploading 157
Working with inserted files 91

Filtering junk mail 94

Find button 225

Find command 117, 141, 224

Find field 117-118,225

Find Next button 117,119

Find Previous button 117,119

FirstClass modem connections,

Configuring 260

FirstClass modem protocol 246

FirstClass Network Notifier 239
Configuring (Mac OS) 241
Configuring (Windows) 240
Installing 240
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Configuring 233
Installing 230
Possible problems 270
Starting 231
Troubleshooting tools 275
FirstClass Personal console 275
FirstClass Personal log 276
Firstclass.fc 30, 37
FirstClass.log 273
Fitting window size to contents 56
Flags, Unread 12, 20,93
Flashing menu bar icon field 241
Flush Cache button 38
Folder icon 60
Folders 8
Adding to toolbars 48
Bookmarks 216
Creating 209
Default for downloads 155
Deleting 222
External 8
Home page 203
Moving messages into 210
Naming 209
Opening 45
Searching 224
Views 63
Font command 113
Font field 65
Font Size control 113
Fonts 113
Changing 113
Changing colors 113
Changing style 113
Specifying for panes 65
Form to use field 77
Format Horizontal Rule command 122
Format Image command 120
Format Text command 113
Formatting
Default text style 114
Horizontal rules 122
Text 112

URL links 213
Forms
Clearing from settings files 38
Document 199
File Transfer 151
Message 98
Personal stationery 100
Stationery pads 99
Forward button 23, 131
Forward command 18,131
Forward to field 132
Forwarding messages 18,23, 131
Automatic forward 131
To paging systems 132
From field 103,131

G

Gateway icon 62
Gateways, Addressing messages to 107
Generate reminder field 182
Get Info command 75, 96, 158, 185,
198-199, 209, 212, 220
Get my private unread messages on each
connection field 235
Go button 169
Graphics see Images
Gridlines in List view 67
Grid, Aligning icons to 66
Group calendars 165
Group items on field 70
Grouping 69
Ungrouping 69
Groups, Conference 76
Guest field 33
Guest users 29
Logging in 33

H

Handling field 77

Header information, Viewing 91
Headings, Column 67

Height field 121-122
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Help button 54
Help folder icon 60
Hidden images, Showing 92
Hide Bcc command 103
Hide Deleted Items command 223
Hide icon titles field 67
Hide Status Bar command 46
Hide Toolbar command 46
Hiding
Column headings 67
Icon titles 67
Inserted images 91
History
Calendar events 177
Messages 128
History button 128
History command 128
Home button 55
Home location 55
Home location field 36
Home Page button 106
Home Page command 203
Home page folders 203
Home page icon 61, 203
Home pages
Creating 203
Default documents 205
Viewing 106, 205
Home.fc 37
Horizontal gridlines 67
Horizontal rules 121
Formatting 122
Horizontal split bar 57
Host password field 235
Host user ID field 234
HTML documents 204
Default documents 205
H/W handshake field 262

|
Icon field 220
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Address book 143
Aligning to grid 66
Bookmarks 216
Calendar 165-166
Changing 109, 220
Conference permissions 79
FCIS 60
Home page 203
Incomplete file transfer 161
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Moving 66
New Event 171
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New Task 179
Offline Conferences 232
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Titles 6667
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Ignore text in Internet addresses
field 117,119
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Copying 111
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Properties 120
Replacing 121
Saving 121
Showing hidden images 92
Images folder 59
IMAP clients, Logging in with 35
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Incomplete file transfers 161
Info window 220
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field 133
Information, Changing 219
Insert File command 112,119
Insert Horizontal Rule command 121
Insert Page Break command 197
Insert Signature command 123
Inserted files 91
Inserted images 91
File formats 120
Inserting
Files into messages 112
Horizontal rules 121
Images into messages 119
Installing
FirstClass 4
FirstClass Network Notifier 240
FirstClass Personal 230
Internet
Addresses 108
Connecting via 247
Mail client 128
Mailing lists 83
Sending calendar events over 178
Viewing header information 91
Internet mail
Forwarding automatically 132
Replying automatically 139
Return address for 36
Interrupting file transfers 161
Int14 Serial protocol 246
Invitations, Chat 192
Invite button 195
IPX protocol 245
ISDN options section 264
ISDN protocol 246
Configuring 263
ISDN (CAPI) adapter to use for
connection field 264
Item expiry field 186
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Items to forward to pager field 133

J

Junk mail 94
Junk mail handling field 95

K

Keyboard shortcuts 49
Keywords field 198
Kind field 221

L

Large icon view 64
Larger command 113
Leave mail on host server after reading
field 236
Limit messages above field 77
Line to use field 260
Line Up Icons to Grid command 66
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Link object icons 61
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Changing information 214,217
To servers 215
To web pages 213
Link text fields 213
Links 203
Adding to toolbars 48
Links, URL 212
List Connections command 41
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field 225
List view 64
Gridlines 67
Grouping items 69
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Sorting 68
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ListServer Message button 83
Literal HTML command 205
Literal HTML style 113
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Local field 105
Local Search button 224
Local users 105
Locating
Objects 221
Servers 30-31, 33
Settings files 30-31, 33
Location calendars 165
Location field 172
Lock icon positions field 66
Log files
FCIC.log 273
FirstClass Personal 276
FirstClass.log 273
Log in as guest field 252
Log in automatically field 252
Loggingin 11
Autoregistering 31, 34
From multiple computers 40
Guest users 33
Initial settings file 29
Registered users 30, 34
Web users 20, 33
With IMAP clients 35
With multiple user IDs 40
Login screen 11
Autoregistered users 31
Guest users 33
Registered users 30
Web users 20, 34
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Mail client, Internet 128
Mail lists 145
Checking who is in a list 91, 177
Deleting 147
Updating 146
Mail rules 95, 131, 135, 139
Mailbox button 22,55
Mailbox command 55
Mailbox icon 60
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Attaching files 16, 151
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Copying 221
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Deleting with web browsers 223
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Formatting text 112
Forwarding 18, 23,131
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Forwarding to paging systems 132
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Inserting images 119
Inserting text files 112
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Moving into folders 210



Opening 13, 21,90
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Opening unread 93
Printing 95
Priority 126
Quoting 137
Reading 90
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Registered 127
Removing attachments 152-153
Removing recipients 108
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Replying to everyone 136
Replying to original sender 136
Replying to the sender 136
Replying using web browsers 21
Saving 96
Searching for 224
Selecting related messages 140
Sending 13,21, 125
Sending later 125
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Showing unread only 94
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Threads 140
Unsending 125
Viewing related messages 139
Working with offline 233
Messages require approval field 76
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Combining 140
Opening 140
Printing 140
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MLTO 269
Modem connections 246
Comm Toolbox 262
FirstClass 260
Possible problems 268
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Windows (TAPI) 259
Modem field 261
Modem/Scripts field 274

Moderator access level 79
Moderator permission 80
Moderators 86
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Moving
Calendar events 177
Icons 66
Images 111
Messages 221
Messages into folders 210
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Split bar 57
Text 111
Toolbar 48
Multiple computers, Logging in from 40
Multiple servers, Connecting to 39
Multiple user IDs, Connecting with 40

Name field 25, 75,106, 144-146, 185,

198, 209, 216, 220
Naming folders 209
NASI Serial protocol 246
Navigation buttons 168
NDNs 127
Netiquette 124
Network connections 245

Possible problems 267

Network field 253
New button 99
New Calendar Event button 171
New Calendar Event command 171
New Calendar Task button 179
New Calendar Task command 179
New Conference command 75
New Document button 198
New Document command 197
New Document Special command 199
New Event icon 171
New Folder command 209
New Folder icon 209
New Message button 99
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New Message command 14, 98 Open items permission 81

New Message Special command 99 Open Link command 212-213

New password field 39 Open Offline Conferences

New Personal Address button 145 command 232

New Personal Address command 144 Open Selected command 54, 140

New Personal Mail List command 146 Open User Calendar command 165

New Task icon 179 Open User Info Form command 91, 177

News conference icon 60 Opening
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Next in Thread button 140 Auto opening objects 221

Next in Thread command 140 Bookmarks folders 216

Next Item command 93 Conferences and folders 45

Next Unread button 93 Desktops 54

Next Unread command 93, 169 Home page folders 203

Next Window command 55 Inserted files 92
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No Split command 57 Messages 13, 21,90,93
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Normal priority 126 Selected messages 140
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Notifier 239 Windows 54
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Objects Other Color command 113

Changing information 219 Other command 113

Deleting 222
Locating 221

Protecting 221 P
Restoring deleted 223 Page breaks, Inserting 197
Searching for 224 Page Setup command 95
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Possible problems 270 to 170

Old password field 39 Forwarding messages to 132

Open button 16, 26, 152-153, 157 Panes, Window 57

Open calendar permission 188 Backgrounds 65
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241, 252
Passwords 38
Paste command 119
Paste Special command 112,119
Path field 218
Pattern field 105
Permissions
Calendar 186
Conference 74, 76,79
Permissions column 79
Permissions command 76, 186
Personal address icon 61
Personal addresses
Adding 144
Deleting 147
Updating 146
Personal calendars 165
Personal conferences 74, 85
Aliases 83
Creating 75
Directory entries 83
Résumés 82
Setting permissions 76
Subscribing 79
Personal mail lists 145
Deleting 147
Updating 146
Personal post offices
Backing up 238
Personal sensitivity 127
Personal stationery 100, 221
Personal, FirstClass 229
Phone field 261
Phone # field 253

229,237

Pictures
Background 58
Clearing from settings files 38
Plain style 113
Play button 154
Popup field 240
Popup window field 242
Port field 261
Port number field 258
Positioning icons 66
Post offices, Personal 229, 237
Preferences 114,116
Applying 36
Restoring defaults 36
Preferences button 39, 69, 94-95, 123,
131-132, 135,139, 191
Preferences command 36, 43, 56, 69,
92,94-95, 114,116, 123, 129, 131-
132,135, 138-139, 155, 169, 191, 213
Preferences window 56
Previewing attached files 153
Previous in Thread button 140
Previous in Thread command 140
Previous Item command 93
Previous Unread button 93
Previous Unread command 93
Print command 95, 140-141
Print Setup command 95
Printing
Messages 95
Selected messages 140
Priority Bulk command 127
Priority field 173,180
Priority of messages 126
Priority Urgent command 126, 173
Private Chat command 195
Private chats 191
Starting 195
Private mail expires after 236
Private sensitivity 127
Properties command 75, 96, 158, 185,
198-199, 209, 212, 220
Properties, Image 120

Using FCIS 289



Protected field 101,221
Protocol field 259, 261, 263
Protocols, Connection

Modem 246

Network 245
Protocols, ISDN 264
Proxy IP address field 258
Proxy port field 258
Public chats 191

Joining 194
Public conferences 74

Q

Quit command 19, 42
Quoted text fields 138
Quoting messages 137

Reader access level 78
Reading messages 90
Receipt on Delivery command 127
Receipt on Read command 127
Receipt on read field 127
Receipt on Route command 127
Receipts, Message 127
Receive field 274
Recipients, Removing 108
Reconnecting to servers 43
Record button 154
Recordings, Attaching 153
Redo command 114
Redoing 114
Refreshing settings files 37
Register button 32, 35
Register FirstClass as default Internet

mail client field 129
Registered messages 127
Registered user field 30-31
Registered users 29

Logging in 30, 34

Registering automatically 31, 34
Regular user icon 61
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Related messages
Selecting 140
Viewing 139
Reminders field 176
Reminders, Calendar see Calendar
reminders
Remote field 105
Remote name icon 61
Remote user icon 61
Removing
Attachments 152-153
Grouping 69
Message recipients 108
Offline conferences 233
Participants from calendar
events 178
Split bar 57
Status bar 46
Toolbar 46
Toolbar buttons 48
Repeat interval field 174
Repeat until field 174
Replace All button 115,119
Replace button 115,118-119, 121
Replace command 118
Replace with field 118
Replacing
Inserted images 121
Text 118
Replicate my calendar on each
connection field 235
Replicate Now command 233, 235
Replicate Offline Conferences on each
connection field 235
Replication 229
Reply All command 136
Reply button 21, 136
Reply command 13, 136-137
Reply Conference command 137
Reply Original Author command 136
Reply preference field 77,135
Reply preferences 135
Reply Sender command 136



Reply text field 139
Reply with Quote command 138
Replying

Automatic replies 139

To conference 13,137

To everyone 136

To original sender 136

To the sender 136

Using web browsers 21
Repositioning the toolbar 48
Resizing see Sizing
Resource calendars 165
Resource Updater screen 37
Resources to book field 175
Resources, Clearing from settings

files 38

Responding to calendar events 178
Restoring deleted objects 223
Résumé button 106
Résumé command 201, 203
Résumés

Calendar 188

Conference 82

Creating 201

Viewing 106, 192, 202
Resuming file transfers 161-162
Retracting sent messages 125
Retry delay field 253
Retry login field 253
Return address for Internet

messages 36

Retype password field 39
Reverse sort field 68
Reversing

Row order 67

Sort order 68
Row numbers, Showing 67
Row order, Reversing 67
Rules, Horizontal 121
Rules, Mail 95, 131, 135, 139

S

Save As command 96, 141, 194
Save Attachment command 17,154
Save Selected command 92
Save window and view properties
permission 81

Saving

Documents as text files 200

Inserted files 92

Inserted images 121

Messages 96
Schedule Only access level 187
Schedule+Details access level 187
Schedule+Times access level 187
Script field 259, 262, 264
Scrolling

Active scrolling 60

Calendar pages 168
Search attachment names field 225
Search button 25,106, 225
Search content of documents field 225
Search for field 225
Search items permission 81
Search subconferences & folders

field 225

Search subject/file name field 225
Search "From" name field 225
Search "To/Cc" names field 225
Searching

For objects 224

Settings files 30-31, 33

Text 117
Secondary settings file field 234
See Times access level 186
Select a FirstClass® server field 241
Select All command 112
Select button 144, 146, 195-196
Selected messages see Messages, Selected
Selecting

Related messages 140

Text 112
Send and Close command 125
Send command 13,17,19, 125
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Send field 274
Send items permission 81
Send Now button 115
Senders, Replying to 136
Sending
Commands to mailing lists 84
Messages 13,21, 125
Offline messages 233
Sensitivity Company command 127
Sensitivity field 174, 181
Sensitivity Personal command 127
Sensitivity Private command 127
Serial modem connections 260
Serial modem protocol 246
Server field 240, 253
Servers 9
Connecting to multiple 39
Disconnecting from 42
Link objects to 215
Locating 30-31, 33
Reconnecting to 43
Uploading files to 157
URL links to 212
Service setup information 248, 251
Set color field 138,213
Set font field 138
Set size field 138
Settings files 37
Clearing from Login screen 38
Clearing resources 38
Default file 36
Locating 30-31, 33
Updating 37
Settings folder 250
Setup button 38, 241, 251, 274
Setup Comm Toolbox button 263
Setup command 240
Shortcut menus, Opening 45
Shortcuts
Desktop 211
FirstClass 11
Keyboard 49
Show Bcc command 103
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Show column titles field 67

Show Deleted Items command 223
Show horizontal gridlines field 67
Show Images command 92

Show Internet Header command 91
Show items in reverse order field 69
Show only unread items field 94

Show Personal Console command 275

Show row numbers field 67
Show Selected command 92
Show Status Bar command 46
Show time as field 174
Show Toolbar command 46
Show vertical gridlines field 67
Show week numbers field 169
Shrinking see Sizing
Signature text field 123
Signatures 123
Site ID field 218
Site Name column 41
Site name field 218
Site Search button 224
Size command 113
Size field 65
Size, Changing for fonts 113
Sizing
Columns 67
Horizontal rules 122
Images 120
Windows 56
Skip All button 115
Skip button 115
Small icon view 64
Smaller command 113
Smart Zoom command 56
Sort on field 68
Sort order, Reversing 68
Sorting by column 68
Sound field 240241
Sound files 153
Sounds during chat and invite
field 191-192
Spacer field 47



Spacers

Adding to toolbar 47

Removing from toolbar 48
Speaker field 261
Spell checking 114

Preferences 116
Split bars

Horizontal split 57

Moving 57

No split 57

Vertical split 57
Split compound words field 116
Split contracted words field 116
Split Horizontal command 57
Split Vertical command 57
Stack Windows command 55
Standard message form 98
Start day for calendars 169
Starting

FirstClass Personal 231

Private chats 195
Starts at field 173,181
Stationery field 100-101, 221
Stationery pads 99
Stationery, Personal 100, 221
Status bar 46

Background for 58
Status of messages, Checking 128
Status of tasks, Changing 183
Stop button 154

Storing connection information 42

Style command 113
Styles, Font 113

Subject field 15, 25, 75,103, 131, 158,

185,198, 216
Subjects, Changing 158
Subscribing
To conferences 74,79
To mailing lists 83
Summarize Selected Messages
command 140
Summary access level 78
Suppress NDN command 127

S7 register 269

T

Tabular list view 64

TAPI see Windows modem protocol
Task state field 180, 183

Tasks, Calendar see Calendar tasks
TCP/IP connections 257

TCP/IP protocol 245

Text

Adding from another source 111

Copying 111

Formatting 112

Moving 111

Replacing 118

Searching for 117

Selecting 112

Specifying for panes 65
Text editing

Redoing 114

Undoing 114
Text files

Saving documents as 200

Saving messages as 96
Text magnification 60
Text magnification field 60
Threads, Message 70, 140
Tile background picture field 65
Tile Windows command 55
Time before due date field 182
Time Left column 42
Time to cache field 43

Timeouts
Connection caching 43
Daily 41
Title bars, Viewing 55
Titles

Hiding on icons 67
Making transparent 66
To button 107
To field 15,19, 24, 103, 202
Today list 170
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Toggling unread flags 93

Toolbars 46
Adding buttons 46
Adding links 48
Background for 58
Buttons (FirstClass) 46
Buttons (web) 54
Changing button order 47
Hiding 46
Removing buttons 48
Repositioning 48
Showing 46

Trace Connection Activity
command 275

Trace information 273

Transferring files 157

Transfers, File 151
Resuming 161-162

Transparent text field 67

Troubleshooting 267, 273

Type of URL field 214,218

U

UDP/IP connections 257
UDP/IP protocol 245
Undelete button 224
Undelete command 223
Undo command 114
Undoing 114
Ungrouping 69
Unlisted field 83
Unprotecting objects 223
Unread calendar items, Opening 169
Unread command 93
Unread flag icon 61
Unread flags 12, 20,93
Unread messages

Auto opening 221

Opening 93

Showing 94
Unsend button 126
Unsend command 126
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Unsending messages 125
Unsent flag icon 61
Unsent messages, Deleting 125
Up one level button 55
Update my Directory information
field 235
Updating
Address book entries 146
Calendar events 177
Calendar tasks 183
Documents 199
Settings files 37
Upload command 157
Uploaded files 8
Changing subjects 158
Downloading 158
Searching for 224
Uploading 151
Files 157
Resuming uploads 161
Urgent mail
Forwarding automatically 132
Forwarding to paging systems 133
Replying automatically 139
Urgent message field 126
Urgent priority
Calendar events 173
Calendar tasks 180
Messages 126
URL link icons 61
URL links 203
Formatting 213
In messages and documents 212
Link objects 213
Use background picture field 65
Use color fields 65
Use Default Location button 36
Use forms background field 59
Use List view layout from server field 78
User ID column 41
User ID field 30-31, 40, 218, 240241,
252
User IDs, Multiple 40



User information 91

User name field 34

User types 29

Users, Selecting for chats 195

\"/

Validate site names on the host server
field 237
vCalendar attachments 178
Vertical gridlines 67
Vertical split bar 57
View button 121
View by Day button 168
View by Day command 168
View by Icon command 64
View by List command 64
View by Month button 166
View by Month command 166
View by Small Icon command 64
View by Week button 167
View by Week command 167
View Calendar button 165,171
View File command 153
View history permission 81
View permissions permission 81
View Properties window 63
View unrestricted details
permission 187
Viewing
Attached files 153
Calendar events 177
Calendar tasks 183
Calendars 166
Hidden images. 92
Home pages 205
Internet header information 91
Other users’ calendars 165
Related messages 139
Résumés 192, 202
Views 64
Customizing 63
Visible field 122

Voice files 153

w

.wav files 153
Web browsers 20
Logging in from 20, 33
Possible problems 272
Window appearance 54
Web pages
Adding links to toolbars 48
Link objects to 213
URL links to 212
Web, Creating home pages for 203
Week numbers, Showing 169
Week start day field 169
Weekly calendar view 167
Where field 212,221
Who field 78, 80, 186
Who'’s Online command 195, 202
Who’s Online window 195
Width field 121-122
Width, Column 67
Windows
Bringing to foreground 42
Customizing appearance 56
Cycling through 55
FCIS 53
Navigating 54
Opening 54
Panes 57
Sizing 56
Stacking 55
Tiling 55
Windows modem protocol 246
Configuring 259
Windows (TAPI) modem to use for
connection field 259
With field 115
Work Offline button 231
Working offline 229, 233
Possible problems 270
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y 4

Zoom Window command
Zooming text 60

Numerics

3D look 58
3D look field 58
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